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TRUONG PAI HQC SU PHAM ISO 9001 :2015
5. NOI DUNG QUY TRINH
5.1. Luu do
TT | Quy trinh Trach nhiém
Xac dinh nhan than cong ,
1 dan Can bo tiép dan
v
Tiép nhan don va ghi chép noi e
2 dung trinh bay cta cong dan Can bg tiép dan
v
3 Trinh BGH BGH
v
Quyét dinh giai quyét
4 theo quy trinh giai quyét BGH

5.2. M6 ta lwu do:

Buéc 1: Xac dinh nhan thian cong dan

- Kh1 tiép cong dan, ngum TCD yéu cau cong dan gigi thiéu ho tén, dia chi va xuat trinh
glay to tuy than hoac gidy gidi thiéu, gidy uy quyén, thé ludt su, thé trg giup vién phap ly
(néu c6) dé xac dinh ho 1a nguorl tu minh thyuc hién viéc khiéu nai. t6 céo, kién ngh1 phan
anh hay la nguoi dugc uy quyen hodc luat su, tro gitip vién phap ly ctiia nguoi khiéu nai.

- Truorng hop cong dan hodc ngudi uy quyen nguoi dai dién theo phap luat cho ca nhén,
t6 chirc khong vi pham Didu 9 Luét tiép cong dan, ngudi TCD tién hanh viéc tiép cong
dan.

- Truorng hop cong dan hodc nguoi dugce uy quyen nguoi dai dién theo phap luat cho ca
nhan, t6 chirc ¢6 hanh vi vi pham Pidu 9 Luat tiép cong dan, nguoi TCD tur chéi tiép nhu
quy dinh tai diéu 5 ctia Quy dinh nay

- Trudong hgp cong dan khong co gidy Uy quyen hop 1€ hodc viéc uy quyén khong ding
theo quy dinh tai diém a, b khoan 1 Diéu 12 Luat Khiéu nai, nguoi TCD khong tlep nhan
ho so vu v1ec nhung giai thich rd ly do, hudng dan cong dan, nguoi duge uy quyén lam
céc thi tuc can thiét theo dung quy dinh.

- Trong qué trinh tiép cong dan dén té céo, ngudi TCD phai gilr bi mat ho tén, dia chi, but
tich ctia ngudi to cdo trir khi nguorl t cao c‘long y cong khai; khong duorc tiét 10 nhirng
thong tin c6 hai cho ngum t6 céo, néu thay can thiét nguoi td cao yéu cau nguoi TCD ap
dung nhirng bién phap can thiét dé bao vé ngudi td cdo.
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Budc 2: Tiép nhéin don va ghi chép ndi dung trinh bay cuia cong dan

- Khi cong dén c6 don trinh bay ndi dung khiéu nai, kién nghi, phan anh mot cach ro rang,
diy du theo quy dinh cua phap ludt (quy dinh tai khoan 2 Piéu 8 Luat Khiéu nai ddi voi
truong hop khiéu nai, khoan 2 Piéu 19 Luat To céo dbi voi truong hop td c4o) thi nguoi tiép
cong dan can xéac dinh ndi dung vu viée, yéu cau cuia cong dan dé xur ly cho phu horp

Néu noi dung don khong rd rang, chua dy du, ngudi TCD dé nghi cong dan viét lai don
hodc bd sung vao don vé nhitng noi dung chua rd, con thiéu.

- Truong hgp khong c6 don thi ngudi TCD viét don theo quy dinh theo quy dinh ¢ trén.

Néu cong dan trinh bay thuc tiép thi nguoi TCD ghi day du, trung thye, chinh xac ndi dung
cong dan trinh bay; ndi dung nao chua rd thi dé nghi cong dan trinh bay thém, sau do doc lai
cho cong dan nghe va dé nghi cong dan ky tén hoac diém chi xdc nhan vao van ban.

- Truong hop nhiéu nguoi khiéu nai, t6 cao hay kién nghl phan anh vé cung mot ndi dung
thi ngum TCD huéng dan cong dan cir nguoi dai dign dé trinh bay; ngudi TCD ghi lai noi
dung bang vin ban quy dinh & trén.

- Truong hop don trinh bay ctia cong dan vira ¢6 ndi dung khiéu nai, vira c6 ndi dung t6 cao
hoic kién nghl phan anh, ngudi TCD hudng dan cong dan viét thanh don khiéu nai, don t6
cao hodc kién ngh1 phan anh riéng dé thuc hién viéc khiéu nai, td céo, kién nghi, phan anh
véi co quan ¢O thAm quyén theo quy dinh ctia phap luat.

Buéc 3: Trinh Ban Giam hi¢u

- Sau khi tiép nhan don va ghi chép ndi dung trinh bay td cao cua cong dan, can b tiép dan
trinh cho Ban Giam hiéu thu ly giai quyét.

Budre 4: Giai quyét theo quy trinh giai quyét khiéu nai, t6 cao QT. TTPC-02

6. HO SO
- Hb so tiép cong dan dugce luu & T6 Thanh tra — Phap ché theo thoi gian quy dinh
tai cac van ban hudng dan hién hanh

T BIEU MAU AP DUNG:
Mau s6: 01-TCD, 02-TCD, 03-TCD ban hanh kém theo Thong tu s6 06/2014/TT-
TTCP ngay 31 thang 10 nam 2014 cua Thanh tra Chinh phu./.




