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5. N(H DUNG QUY TRINH
5.1. LUll d6

TT Quy trinh Trach nhiem

Xac dinh nhan than cong
Can b<) tiep dan1 dan•Ti~p nhan dan va ghi chep n<)i Can b<) tiSp dan2 dung trinh bay cua cong dan

+
3 Trinh BOH BGH

+
Quyet djnh giai quyet

4 thea quy trinh giai quyet BGH

5.2. Mo til luu do:
BU'(yc1: Xac djnh nhan than cong dan
_ Khi ti~p cong dan, nguoi TeD yeu c~u cong dan gioi thieu ho ten, dia chi va xuat trinh
gi~y ta tuy than hoac gi~y gioi thieu, giay uy quyen, the luat su, the tro giup vien phap ly
(neu c6) d~ xac dinh ho la ngiroi tu minh thuc hien viec khieu nai, t5 cao, kien nghi, phan
anh hay la ngiroi diroc uy quyen hoac lu~t SU, tro giup vien phap Iy cua nguai khi~u n~i.
_Truang hQ'Pcong dan hO<;lcnguai uy quy~n, nguai d~i di~n thea phap lu~t cho ca nhan,
t6 chuc khong vi ph~m Di~u 9 Lu~t ti~p cong dan, nguai TeD ti~n hanh vi~c ti~p cong
dan.
_Twang hQ'Pcong dan hO<;lcnguai duQ'c uy quy~n, nguai d~i di~n thea phap lu~t cho ca
nhan, t6 chuc c6 hanh vi vi ph~m Di~u 9 Lu~t ti~p cong dan, nguai TeD tu ch5i ti~p nhu
quy dinh t~i di~u 5 cua Quy dinh nay.
_ Truang hQ'pcong dan khOng c6 gi~y uy quy~n hQ'PI~ hO<;lcvi~c uy quy~n khong dung
thea quy dinh t~i di~m a, b khoan 1 Di~u 12 Lu~t Khi~u n~i, nguai TeD khong ti~p nh~n
h6 sa Vl,lvi~c nhung giai thich r5 Iy do, huang d~n cong dan, nguai duQ'c uy quy~n lam
cac thu tl,lCc~n thi~t thea dung quy dinh.
_Trong qua trinh ti~p cong dan d~n t5 cao, nguai TeD phai giU bi m~t hQten, dia chi, but
tich cua nguai t5 cao tru khi nguaj t5 cao d6ng y cong khai; khong duQ'c ti~t 1<)nhung
thong tin c6 h~j cho nguai t5 cao, n~u th~y c~n thj~t nguaj t5 cao yeu du nguaj TeD ap
dl,lngnhung bi~n phap dn thj~t d~ bao v~ nguaj t5 cao.
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Blf(Ye2: Ti~p nh~n don va ghi chep nQidung trinh bay ella cong dan
_Khi cong dan co don trinh bay noi dung khieu nai, kien nghi, phan anh mot each ro rang,
dfry du thea quy dinh cua phap lu~t (quy dinh tai khoan 2 Di€u 8 Luat Khi~u nai d6i voi
tnrong hQ'Pkhieu nai, khoan 2 Dieu 19 Luat T6 cao d6i voi tnrong hQ'Pt6 cao) thi nguoi ti~p
cong dan dn xac dinh noi dung vu viec, yeu cau cua cong dan d~ xu ly cho phu hQ'P.
Neu noi dung don khong r5 rang, chua dfry du, nguoi TCD d€ nghi cong dan vi~t lai don
hoac b6 sung van don v€ nhirng noi dung chua r5, con thieu.
_Truong hQ'Pkhong co don thi nguoi TCD vi~t don thea quy dinh thea quy dinh a tren.
N~u cong dan trinh bay thirc ti~p thi nguoi TCD ghi dfry du, trung thuc, chinh xac nQidung
cong dan trinh bay; nQi dung nao chua r5 thl d€ nghi cong dan trinh bay them, sau do dQc IC;ti
cho cong dan nghe va d€ nghi cong dan kY ten ho~c di~m chi xac nhan van van ban.
_TruOng hQ'Pnhi€u nguaj khi~u nC;ti,t6 cao hay ki~n nghi, phan anh v€ cling mQt nQi dung
thi nguai TCD huang d~n cong dan cu nguai dC;tidi~n d~ trinh bay; nguai TCD ghi IC;tinQi
dung b~ng van ban quy dinh a tren.
_TruOng hQ'Pdon trinh bay cua cong dan vira co nQidung khi~u nC;ti,vira co nQi dung t6 cao
ho~c ki~n nghi, phan anh, nguaj TCD huang d~n cong dan vi~t thanh don khi~u nC;ti,don t6
cao ho~c ki~n nghi, phan anh rieng d~ thvc hi~n vi~c khi~u nC;ti,t6 ca~, ki~n nghi, phan anh
vai cO'quan co thftm quy€n thea quy dinh cua phap lu~t.
BtrO'e3: Trinh Ban Giam hi~u
_ Sau khi ti~p nh~n don va ghi chep nQi dung trinh bay t6 cao cua cong dan, can bQti~p dan
trinh cho Ban Giam hi~u thl,lIy giai quy~t.
BtrO'e4: Giai quy~t thea quy trinh giai quy~t khi~u n?i, t6 cao QT.TTPC-02

6. HO sa
_HE>so ti~p eong dan duqe luu a T6 Thanh tra - Phap eh~ thea thai gian quy dinh
t'ilicae van b~mhuang d~n hi~n hanh

7. BIEU MAu Ap DVNG:
M~u s6: 01-TCD, 02-TCD, 03-TCD ban hanh kern thea Thong tu s6 06/2014/TT-
TTCP ngay 31 thang 10 narn 2014 eua Thanh tra Chinh phu./.


