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

XA TRI LE Doc 1ap - Tw do - Hanh phuc
Sé: 16 /QD-UBND Tri Lé, ngay 08 thang 7 nam 2025
QUYET PINH

Vé viéc ban hanh Ni quy tiép cong dan tai
Tru sé iy ban nhan dan xa Tri Leé

CHU TICH UY BAN NHAN DAN XA TRI LE

Can cir Ludt To chirc chinh quyén dia phirong ngay 16/6/2025;

Can cit Ludt Tiép cong dan ngay 25/11/2013;

Can cir Nghi dinh s6 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy
dinh chi tiet thi hanh mot so diéu cua Ludt Tiep cong dan;

Can cir Thong tur s6 04/2021/TT-TTCP ngay 01/10/2021 cuia Tong Thanh
tra Chinh phu Quy dinh quy trinh tiép cong dan,

Theo dé nghi ciia Chanh Vin phong HDND va UBND XA.
QUYET PINH:

Djéu 1. Ban hanh kem theo Quyét dinh nay la Noi quy tiép cong dan tai
Tru s¢ Uy ban nhan dan xa Tri Lé¢, tinh Lang Son.

(Co Noi quy kem theo)
Picu 2. Quyét dinh ndy c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong Hoi dong nhan dan va Uy ban nhéan dan, tha
truong cac phong chuyén mén, don vi truc thudc va cong dan dén Try s& Uy ban
nhan dan x& Tri L& dé khiéu nai, t6 cdo, kién nghi, phan anh chiu trach nhiém thi
hanh Quyét dinh nay./.

Noi nhin: CHU TICH
- Nhu Biéu 3 (T/h);

- Thanh tra tinh;

- Ban Tiép cong dén tinh;
- TT Dang tty, HDND X4;
- CT, PCT UBND x&;
-UB MTTQ Xx§;

- Céc Truong phong UBND xa; AN . .
- Luu: VT. Lwong Dinh Toai




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XATRILE Doc 1ap - Tw do - Hanh phuc
NOI QUY

Tiép cong dan tai Tru so Uy ban nhén dan xa Tri L&
(Ban hanh kém theo Quyet dinh so  /OD-UBND ngdy thang 7 nam 2025
cua Chu tich Uy ban nhan dan xa Tri Lé)

I. NHUNG QUY PINH CHUNG

1. Try so Uy ban nhan dan xa Tri L& 1a noi tiép cong dan dén khiéu nai, td
cao, kien nghi, phan anh véi Dang uy, Hoi dong nhan dan, Uy ban nhan dan xa
Tri LE.

2. Thoi gian lam viéc trong ngay.

- Sang tir 07 gio 00 phut dén 11 gio 30 phdt;

- Chiéu tir 13 gid 30 ph(t dén 17 gio 00 pht.

Trong d6 thoi gian tiép cong dan trong ngay 1a:

+ Séang tir 08 gio 00 phlt dén 11 gid 30 phut;

+ Chiéu tir 14 gio 00 phit dén 17 gid 00 phdit.

3. Nghiém cidm cong dan mang vi khi, hung khi, ché:t gay chay, nd, khau
hi¢u hoac bang ron va nhiing vat cong kénh vao Try s¢ Uy ban nhan dan xa
Luong Nang.

4, Nghiém cAm moi hanh vi gay r6i an ninh, trat tu tai Tru s& Uy ban nhan
dan xa Luong Nang; vu cdo, xac pham uy tin, danh dy cua co quan Nha nudc,
nguoi thi hanh cong vu hodc can trd, gay phién ha cho cong dan dén khiéu nai,
t0 cdo, kién nghi, phan anh.

II. POI VOI CONG DAN

1. Xuat trinh gidy to tuy than nhu: Thé cin cudc cong dan hodc gidy to
tuy than khac do co quan Nha nudce ¢6 tham quyén cap.

2. Tuan tht su hudng dan cua cén bo, cong chie tiép cong dan hodc nhan
vién phuc vu.

3. Cong dan dugc tiép theo thir tu dang Ky; trinh bay trung thuc sy viéc,
noi rd yéu cau, cung cap tai lidu lién quan dén nodi dung khiéu nai, t6 céao, kién
nghi, phan 4nh; ton trong sy hudng dan cua cén bd, cdng chic tiép cong dan.

4. Cong dan khong dugc loi dung quyen khiéu nai, t6 cdo, kién nghi, phan
anh dé xuyén tac, vu khong, kich dong gdy mat trat tu trudc va trong Tru s¢ Uy
ban nhan dan x& Tri L& hodc co6 hanh dong xam hai, xtic pham, can trd can bo,
cong chuec tiép cong dan 1am nhiém vu va cac hoat dong clia co quan.



3

5. Trudng hop ¢6 nhiéu ngudi cung khiéu nai, t0 céo, kién nghi, phan anh
vé mot ndi dung (ttr 05 nguoi tro 1€n) thi phai ctr nguoi dai dién dé trinh bay noi
dung khiéu nai, t6 cdo, phan anh, kién nghi voi nguoi tlep cong dan. Vigc cu
nguoi dai dién thuc hién theo quy dinh tai Piéu 29 Luat Tlep cong dan.

6. Pugc quyén yéu cau giit bi mat vé ho tén, dia chi, bat tich va céc thdng
tin vé danh tinh cia minh trong truong hop to céo.

7. Khéng duoc tu y quay phim, chup anh, ghi am khi chua co su dong ¥
cta lanh dao UBND xa va can bd, cOng churc ti€p cong dan.

8. Gilt gin v¢ sinh, trat tu, ddm bao my quan trudc va trong khudn vién
Tru s6 UBND xa. Khong duoc tu ¥ di chuyén hodc 1am hu hong tai san cua Tru
s UBND xa.

9. Hét gi0 lam viéc, moi cong dan phai ra khoi Tru sé, khong ai dugc luu
lai dudi bat ky hinh thirc nao.

10. Céc t6 chirc, ca nhan dén Tru s UBND x4 phai chap hanh nghiém
chinh nhiing quy dinh ciia phap luat va thuc hién nghiém tic Noi quy nay. Néu
vi pham thi tiy theo tinh chat, mirc d6 vi pham ma bi xtr Iy hanh chinh hodc truy
ctru trach nhiém hinh sy theo quy dinh cua phap luat.

1. BOI VOI CAN BQ, CONG CHUC LAM CONG TAC TIEP CONG
DAN
‘ 1. Khi tiép cong dan, ngudi tiép cong dan phai bao dam trang phuc chinh
te, co deo thé cong chuc, vién chure hodc phu hi¢u theo quy dinh.

2.Yéu cau nguoi den khiéu nai, to cao, kién nghi, phan anh néu ro ho ten,
dia chi hodc xuit trinh gidy to tuy than, gidy uy quyén (trudng hop duogc uy
quyén); van ban cir nguoi dai dién (trwong hop cir nguoi dai dién); c6 don va
trinh bay ro rang no1i 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; huéng dan nguoi
khleu nai, to cao, kién nghi, phan anh dén dung co quan hoic ngudi cé tham
quyen giai quyet

5. Trong pham vi trach nhiém, tham quyén truc tlep xtr Iy hodc phan loai,
chuyén don, trinh nguoi co thAm quyen xu ly khiéu nai, t6 cdo, kién nghi, phan
anh; thong bao két qua xir 1y khiéu nai, t6 cdo, kién nghi, phan anh cho cong
dan.

6. Gilt bi mat ho tén, dia chi, but tich va cac thong tin vé danh tinh ctia
nguoi to cdo khi nguoi to cdo yéu cau.
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7. Yéu cau nguoi vi pham Noi quy tiép cong dan chidm dut hanh vivi
pham; trong truong hop can thiét, 1ap bién ban vé viéc vi pham va yéu cau co
quan chtrc nang xur 1y theo quy dinh ctia phap luat.

8. Tru’(‘mg hop ¢6 nguodi 6m hodc bi tai nan dot xuit can phai ctru chita
thi bao cao ngay cho Chu tich UBND xa blét va thong tin cho co s¢ y té noi
gan nhat dén cap cuu kip thoi. Nguoi dugce cap ctru hodc nguoi dai dién phai
nghiém chinh chp hanh nhimg quyét dinh ctia can bo y té lam nhiém vu cép
clru.

IV. TU CHOI TIEP VA LAP BIEN BAN YEU CAU XU LY THEO
QUY PINH CUA PHAP LUAT POI VOI CAC TRUONG HQP SAU:

1. Ngudi trong tinh trang say do dung chét kich thich, ngudi mac bénh
tam than hodc mot bénh khac lIam mat kha nang nhan thirc hoac kha nang diéu
khién hanh vi ctia minh.

2. Ngudi khiéu nai, t6 cao vé vu viée dd giai quyét dung chinh sach, phap
luat, dugc co quan nha nudc cod tham quyén kiém tra, ra soat, thong bao béng van
ban va di dugc tiép, giai thich, huéng dan nhung van cb tinh khiéu nai, t6 cdo kéo
dai.

3. Ngudi c6 hanh vi de doa, xtc pham co quan, t6 chirc, don vi, ngudi tiép
cong dan, nguoi thi hanh cong vu; c6 hanh vi can tré cac hoat dong binh thuong
ctia Tryu s6 UBND x4, cua nguoi thi hanh cong vu hodc vi pham Noi quy tiép
cong dan.

4. Loi dung quyén tu do dan chu, tu do tin ngudng dé 16i kéo, xui giuc,
kich dong nguoi khac nham gay rdi, xuyén tac, bdi nho dudng 16i, chu truong
ctia Pang, chinh sach phéap luat cuia Nha nudce, quyén va loi ich hop phép cua to
churc, ca nhan.

5. Cac truong hop khéc theo quy dinh cua phap luat./.
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