Thii tuc tiép cong din tai xa
a) Cac budc thuc hién
Budc 1: Pon tiép, xac dinh nhan than ciia cong dan

Nguoi tiép cong dan don tiép, yéu cu cong dan néu 1o ho tén, dia chi hodc
xuat trinh gidy to tuy than; truong hop dugce uy quyén thi yéu cau xuat trinh gidy uy
quyén.

- Budc 2: Nghe, ghi chép nodi dung khiéu nai, to céo, kién nghi, phan anh,
tiép nhan thong tin, tai liu

Khi ngudi khiéu nai, t6 céo, kién nghi, phan anh ¢6 don trinh bay ndi dung r6

rang, day du thi nguoi tiép cong dan can xac dinh noi dung vu viée, yéu cau cta
cong dan dé xtr 1y cho phu hop.

Néu ndi dung don khi€u nai t6 cdo, ki€én nghi, phan anh khong rd rang, chua
day du thi nguoi ti€p cong dan dé nghi cong dan viét lai don hodc viét bd sung vao
don nhitng nd1 dung chua rd, con thicu.

~ Truong hop khong c6 don khi’éu nai, to cdo, kién nghi, phan anh thi nguoi
tiép cong dan hudng dan cong dan viét don theo quy dinh cta phap luat.

Néu cong dan trinh bay truc tiép thi nguoi tiép cong dan ghi chép day du,
trung thuc, chinh xac ndi dung khiéu nai, t6 cdo, kién nghi, phan anh do cong dan
trinh bay; ndi dung nao chua ro thi dé nghi cong dan trinh bay thém, sau do doc lai
cho cong dan nghe va dé nghi cong dan ky tén hodc diém chi xdc nhan vao vin ban.

Truong hop nhiéu nguoi dén khiéu nai, t6 céo, kién nghi, phan anh vé cting
mot ndi dung thi nguoi tiép cong dén huong dan ho cur nguoi dai dién dé trinh bay
noi dung khiéu nai, t6 cdo, kién nghi, phan 4nh; nguoi tiép cong dan ghi lai noi
dung bang vin ban.

Truong hop don cé nhiéu nodi dung khac nhau thi nguoi tiép cong dan hudng
dan cong dan tach riéng tung noi dung dé gui dén dung co quan, t6 chirc, don vi c6
thAm quyén giai quyét.

Nguoi tiép cong dan t1ep nhan céac thong tin, tai liéu, bang chung lién quan
dén vige khiéu nai, t6 cao, kién nghi, phan anh do cong dan cung cap (néu cb) va
phai viét, giao gidy bién nhan cac tai liéu da tiép nhan cho cong dan.

Budc 3: Phan loai, xir 1y khiéu nai, td cao, kién nghi, phan 4nh tai noi tiép
cong dén

- Viéc phan loai, xtr 1y khiéu nai, té cdo dén co quan, to chiic, don vi, nguoi
c6 tham quyén thu 1y, gidi quyét trong qua trinh ti€p cong dan dugc thuc hién nhu
Sau:



+ Truong hop khiéu nai, t6 cdo thudc tham quyen giai quyét cua co quan, t6
chire, don vi minh va du diéu kién thu 1y thi nguoi tiép cong dan tiép nhan thong
tin, tai liéu, chimg ctir kém theo, dong thoi béo cdo véi Thu trudng co quan, to
chure, don vi thu ly.

+ Trudng hop khiéu nai, t6 cao khong thuc thAm quyen giai quyét cua co
quan, t6 chirc, don vi minh thi hudng dan nguoi khiéu nai, t6 cdo dén co quan, to
chire, don vi c6 thAm quyen dé khiéu nai, t6 céo.

+ Truong hop khiéu nai, t6 cdo dd duoc giai quyét dung chinh sach, phap
luat thi nguoi tiép cong dan giai thich, huong dan dé nguoi dén khiéu nai, t6 céo
chap hanh nghiém chinh quyet dinh giai quyet khiéu nai, quyét dinh xtr ly hanh vi
vi pham bj t6 cdo va yéu cau cong dan cham dut viéc khiéu nai, to céo.

+ Truong hop nhén dugc don khiéu nai, t6 cao khong do nguoi khiéu nai,
nguoi tb cdo truc tlep chuyen den thi thuc hién viéc phan loai va xtr 1y theo quy
dinh cua phap luat vé khiéu nai, t6 cdo.

- Vi¢c phan loai, xu ly kién nghi, phan anh dén co quan, td6 chuc, don vi,
ngudi ¢6 tham quyén thu ly, gidi quyét trong qua trinh ti€ép cong dan dugc thuc
hién nhu sau:

+ Trudng hop kién nghi, phan anh thudc thim quyén giai quyét cta co quan,
t6 chic, don vi minh thi ngudi tiép cong dan bao cdo nguoi cd thAim quyén dé
nghién cru, xem xét, giai quyét hodc phan cong bo phan nghién ciru, xem xét, giai
quyét

+ Truong hop kién nghi, phan anh khong thude tham quyén giai quyét ciia co
quan, to chirc, don vi minh thi nguoi tlep cong dan chuyen don hodc chuyen ban
ghi lai n6i dung trinh bay cua nguoi kién nghi, phan anh den co quan, t6 chirc, don
vi c6 thdm quyén dé nghién ctru, tiép thu, xem xét, giai quyét.

b) Thanh phan hd so, bao gom:

+ Pon khiéu nai, don tb céo, don kién nghi, don phan anh hodc van ban ghi
lai nd1 dung khiéu nai, to6 cao, kién nghi, phan anh (c6 chir ky hodc di€ém chi cua
cong dan);

+ Cac tai liéu, giéy to do nguoi khiéu nai, t6 céo, kién nghi, phan anh cung
cap.

- Sb luong hd so: 01 bd

Tén mau don, mau to khai: Cic miu vin ban ban hanh kém theo Thong tu s6
06/2014/TT-TTCP ctua Thanh tra Chinh phu ngay 31/10/2014 quy dinh quy trinh
tiép cong dan; Thong tu sé 02/2016/TT-TTCP ngay 20/10/2016 cua Thanh tra
Chinh phu


http://thutuchanhchinh.haiduong.gov.vn/uploads/thanh%20tra/TT_md.doc

¢) Luat tiép cong dan nam 2013; Luat khiéu nai, Luat td cdo nim 2011; Nghj
dinh s6 75/2012/ND-CP ngay 03/10/2012 cua Chinh pha quy dinh chi tiét mot sb
diéu cua Luat khiéu nai; Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cua Chinh
phi quy dinh chi tiét thi hanh mot s6 diéu cua Luat t6 cdo; Nghi dinh sb
64/2014/ND-CP ngay 26/6/2014 quy dinh chi tiét thi hanh mot sé diéu cua Luat
tiép cong dan; Thong tu s6 06/2014/TT-TTCP ngay 31/10/2014 quy dinh quy trinh
tiép cong dan.

d) Yéu cau

Theo Picu 9, Luat tiép cong dan, ngudi tiép cong dan duoge tir chdi tiép
ngudi dén noi tiép cong dan trong cac truong hop sau day:

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi mac bénh tim
than hodac mot bénh khac 1am mat kha nang nhan thirc hodc kha nang di€u khién
hanh vi ciia minh;

2. Ngudi ¢6 hanh vi de doa, xic pham co quan, t6 chure, don vi, ngudi tiép
cong dan, nguoi thi hanh cong vu hodc cé hanh vi khac vi pham ndi quy noi ti€p
cong dan;

3. Nguoi khiéu nai, t cdo vé vu viéc da giai quyét dung chinh sach, phap
luat, dugc co quan nha nudc cd tham quyén ki€m tra, ra soat, thong bado bang van
ban va da duoc ti€p, gidi thich, huéng dan nhung van c6 tinh khi€u nai, t6 cdo kéo
dai;

4. Nhitng truong hop khac theo quy dinh ctia phap luat.



