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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG PAK CAM Pjc 1ap - Tw do - Hanh phic

| NOI QUY |

TIEP CONG DAN TAI PHONG TIEP CONG DAN PHUONG PAK CAM

(Ban hanh kem theo Quyet dinh so /Ob-UBND ngay  thang nam 2025
cua Chu tich Uy ban nhan dan phwong Dak Cam)

L. QUYEN CUA NGUOI PEN KHIEU NAI, TO CAO, KIEN NGH],
PHAN ANH TAI PHONG TIEP CONG DAN PHUONG

Khi dén Phong tiép cong dan phuong, ngudi khiéu nai, td cdo, kién nghi,
phan anh c6 cac quyén sau day:

1. Trinh bay vé ndi dung khiéu nai, t& cao, kién nghi, phan anh.

, 2. Pugc huong dan, giai thich vé ndi dung lién quan dén khiéu nai, tb céo,

kién nghi, phan anh ctia minh.

3. Khiéu nai, t0 c4o vé& hanh vi vi pham phép ludt, sach nhiéu ciia can bo,
cong chtrc tiép cong dan.

4. Nhan thong bao vé viée tiép nhan, két qua xu 1y khiéu nai, t6 céo, kién
nghi, phan anh.

5. Tru:é,)’ng hop nguoi khié‘u nai, t6 céo, kién nghi, phan anh khong str dung
thong thao tiéng Viét thi c6 quyén st dung nguo1 phién dich.

6. Cac quyén khéac theo quy dinh ciia phap luat vé khiéu nai, t cao.

IL. NGHIA VU CUA NGUOI PEN KHIEU NAL TO CAO, KIEN
NGHI, PHAN ANH TAI PHONG TIEP CONG DAN PHUONG

Khi dén Phong Tiép cong dan phuong, nguoi khiéu nai, t6 céo, kién nghi,
phan anh c6 cac nghia vu sau day:

1. Néu 16 ho ten, dia chi hodc xut trinh gidy to tiy than, gidy uy quyén

(néu co).

2. Co thai d6 dung murc, ton trong dbi voi can bo, cong chire tiép cong dan.

3. Trinh bay trung thyc sy viéc, cung cap thong tin, tai liéu lién quan dén

ndi dung khiéu nai, té cdo, kién nghi, phan anh, ky hodc diém chi xac nhan
nhitng ndi dung trinh bay da duoc cong chirc tiép cong dan ghi chép lai.

4. Nghiém chinh chap hanh ndi quy tiép cong dan va huéng dan cua can
bd, cong chirc ti€p cong dan.

5. Truong hop nhiéu nguoi cung khiéu nai, t6 céo, kién nghl phan anh vé
mot ndi dung thi phai cir dai dién dé trinh bay noi dung khiéu nai, t6 cao, kién
nghi, phan anh. Nguoi dai dién phai 1a ngudi khiéu nai, nguoi t6 cdo, nguoi kién
nghi, nguoi phan anh. Viéc cir nguoi dai dién phai thé hién bang vin ban co chir
ky cta tat ca nhitng nguoi khiéu nai, td céo, kién nghi, phan anh. Truong hop co
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tor nam dén muoi nguoi thi cir mét hodc hai ngudi dai dién; truong hop cé trén
muoi nguoi thi cd thé cir thém ngudi dai dién nhung khong qua ndm nguoi.
Nguoi dai dién phai chiu trach nhiém trudce phéap luat vé tinh hop phap cua viéc
dai dién va van ban cur nguoi dai dién.
6. Chiu trach nhiém trude phép luat vé ndi dung khi€u nai, td cdo ctia minh.

III. CAC HANH VI BI NGHIEM CAM DOI VOI NGUOI KHIEU
NAI, TO CAO, KIEN NGHI, PHAN ANH TAI PHONG TIEP CONG DAN
PHUO’NG

1. Khong loi dung quyén khiéu nai, to céo, kién nghi, phan anh dé gay rdi
trat tu noi tiép cong dan; co6 101 noi, hanh dong xtic pham danh dy, uy tin ctia co
quan nha nudc, can bd, cong chic tiép cong dan va thuc hién cac hanh vi khéac
nhu Kich dong, 161 kéo, nam va, chui raa, si nhuc, 16 noi tho tuc,...

2. Khong mang theo cac vat dé chay, nd, chat doc hai hay hung khi vao
noi tiép cong dan.

3. Khong tu y sir dung phuong tién ghi hinh, ghi am khi chua dugce sy cho
phép ctia nguoi chu tri tiép cong dan.

4. Khong luu lai Phong tiép cong dan khi da hét gio lam viéc.

_ IV. TRACH NHIEM CUA CONG CHUC TIEP CONG DAN TAI
PHONG TIEP CONG DAN PHUONG.

1. Khi tiép cong dan tai Phong tiép cong dan phuong, cong chirc phai bao
dam trang phuc chinh té, deo thé cong chirc theo quy dinh.

2.Yéu cau nguoi den khiéu nai, to cao, kién nghi, phan anh néu r6 ho tén,
dia chi hodc xut trinh gidy to tuy than, gidy ‘uy quyén (néu cé), co don hodc
trinh bay ro rang noi dung khleu nai, to cdo, kién nghi, phan anh; cung cap thong
tin, tai liéu can thiét cho viéc tiép nhan, thy 1y vu viéc.

3. Co thai d6 dung muc, ton trong cong dan, lang nghe, tiép nhan don
khiéu nai, t6 cdo, kién nghi, phan anh hodc ghi chep day du, chinh x4c noi dung
ma nguoi dén khiéu nai, to cdo, kién nghi phan anh trinh bay.

4. Giai thich, huéng dan cho nguoi dén khiéu nai, t0 céo, kién nghi, phan
anh chap hanh chi truong, dudng 16i, chinh sach, phap luat, ket luan, quyet dinh
giai quyét da co hi¢u luc phap luét cua co quan c6 tham quyén; hudng dan nguoi
khleu nai, to cao, kién nghi, phan anh dén ding co quan hodc ngudi c6 tham
quyen giai quyet

5. Truc tiép xur 1y hoac phan loai, chuyén don trinh Chu tich Uy ban nhan
dan phuong xir Iy khiéu nai, td cdo, kién nghi, phan anh; thong bao két qua xir Iy
khiéu nai, td cdo, kién nghi, phan anh cho cong dan.

6. Yéu cau ngudi vi _pham ndi quy noi tiép cong dan chdm duat hanh vi vi
pham, trong truong hop can thiét, 1ap bién ban vé viéc vi pham va yéu ciu co
guan chtrc nang xur Iy theo quy dinh ctua phap luat.

7. Gitr bi mat nguoi t6 co theo quy dinh cta phép lut.
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V. CAC TRUONG HOP DUQC TU CHOI TIEP CONG DAN.

Cén bo, Cong chirc tiép cong dan dugce tir chdi tiép ngudi dén Phong tiép
cong dan phuong trong cac truong hop sau day:

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi méc bénh
témﬁ than hodac mot bénh khac lam mat kha ndng nhan thic hodac kha nang diéu
khién hanh vi ciia minh.

2. Ngudi c6 hanh vi de doa, xuc pham co quan, td chure, don vi, nguoi ti€::p
cong dan, ngudi thi hanh cong vy hodc cé hanh vi khac vi pham ndi quy noi tiép
cong dan.

3. Nguoi khiéu nai, td cdo vé vu vige da gidi quyét dung chinh sach, phap
luat, duge co quan nha nude co tham quyen kiém tra, ra soat, thong bao bang
van ban va da duoc tiép, giai thich, hudng dan nhung van ¢b tinh khiéu nai, t6
cao kéo dai.

4. Nhirng truong hop khac theo quy dinh cta phép luat.

VI. THOI GIAN VA LICH TIEP CONG DAN

1. Thoi gian tiép cong dan:

- Bu6i sang: Tur 07 gid 30" dén 11 gid 00",

- Buo6i chiéu: Tir 13 gio 30' dén 17 gio 00'.

2. Lich tiép cong dan:

- Cong chure du’qg: phan cong ki{em nhiém viéc tiép cong dan thuc hién
ti€p cong dan tur thir 2 dén thir 6 hang tuan.

- Chu tich Uy ban nhan dan phudng truc tiép tiép cong dan vao ngay thr 5
hang tuan va ngay 15 hang thang, tru’b’ng hgp Chu tich Uy ban nhan dan phuong
ban cong viéc quan trong thi giao cho cac Pho chu tich Uy ban nhan dan phuong
tlep cong dan. Truong hop trung vao ngay Thur bay, Chu nhat; cac ngay nghi 1é,

tét theo quy dinh thi ngay tiép cong dan dinh ky s& 1a ngay lam viéc dau tién sau
ngay nghi 18, tét.

Lanh dao phuong Pak Cam t6 chuc tlep cong dan dot xuat khi phét sinh
nhitng su viée dugc quy dinh tai Khoan 3 Diéu 18 Luét Tiép cong dan nam 2013
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