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Ti6p cong dan la vi0c ccr quan, td chu'c, dcrn vi, c6 nhdn co thAm quy6n don
tiep cong dAn dC lang nghe, tiep nh6n khi6u nai, t6 c6o, ki6n nghi, phan 6nh cua
cdng dAn.

l. No'i ti6p c6ng dAn: rai truo'ng THCS eu6c Turin.
Hi6u trucrng truc tiep phu trach cong t6c ti6p cong dAn cr tru'ong va thuc hi€n

c6c nhi6m vu sar-r dAy:

- Ban hdnh noi quy ti6p c6ng dAn.

- g6 tri dia di6m thuAn loi va cac di6u ki6n thuAn lcyi kh6c cho vi6c ti6p c6ng
dAn tai trudng TI{CS Qu6c Tu6n.

- PhAn c6ng nguo'i tiep c6ng d6n
* Truc tiep tiep cong dAn tai.tru so'tru'o'ng THCS Qu5c TuAn it nh6t 0l ngdy

trong 0l tuAn va thuc hien viec tiep cong dantOt xrat trongc(rc trud'ng ho.p quy
dinh;

- Phoi hop chat chO v6'i co quan, to chr-i'c, do-n vi co li0n quan ti6p c6ng dAn
vd xu ly ,u viec nhieu nguo'i cirng l<hi6ur nai, t6 c6o" l<i6n nghi; phdn i,nh vI rnOt
n6i dung; bao dAm an toan, trAt tu cl"ro hoat dQng ti6p c6ng dAn;

-;.. - Tong hop tinh hinh, k6t qLrd c6ng t6c tiep c6ng dAn. b6o cao dinh kli va d6t
xu6t v6'i co quan, t6 chri'c co thdm quy6n"

2. Lich ti6p c6ng din (Diiu 24 Lutir Ti€p c6ng ctan s(; 42/2013/QH t3).
^Adu'oc niern yet cong khai th6ng tin ve vi€c ti6p c6ng dAn cua co quan, to ch[r'c, don

vi minh tai tru so'co'qllan, to chu'c, clon vi, tai dia c1i6m ti6p c6ng dAn vd c6ng b6
tr6n trang thdng tin di6n tu'cua co- quan. to cltu'c. don vi.

Nhu vAy, khi co c6ng dAn d6n truo'ng dC phan 6nh, ki6n nghi, t6 c6o thi duoc
thuc hi6n theo trinh tu, thu tuc sau:

2.1. Bu'ti'c l: Xtic ctinh nhhn thfrn ctia ngu'iri cti)n ki\n nghi, phtin
dnh (Di€u28 Thong tLr s6 OOtZOl4IT1'-TTCP)

. Ngu'cri.ti6p cong clArr don tiOp, yeu cAu cong dAn neu rd ho. ten, dla chi hoac
xu6t trinh gi6y to tuy thAn; truo'ng hop du'crc uy quydn thi y6u cAu xudt trinh gi6y
ty quyOn (n6u co).

2.2. Bu'6'c 2: Ling nghe, ti\p nhAn khi\u nai, td ctio, kiin nghi, phfin tinh
cuu cOng diin (Dieu 29'fh6ng tu's6 06)

r' Tru'c)'ng hcrp tld cci do'n khiiu nc1i, to t:cio
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- Ntlu xdt thdy noi ctung rd rdng, dAy du thi nguoi ti(ip c6ng clAn cAn xac dinh
n6i dung vu vi6c, yeu cAu cua c6ng dAn cl€ xu ly cho phu ho-p"

- N6u nQi dung don khi6u niii, t6 c6o. ki6n nghi, phan 5nh kh6ng 16 rirng,
chua dAy du thi ngucri tiep c6ng cldn d0 nghi c6ng dAn viet lai do'n hoac viet b6
sung vdo dcrn nhii'ng n6i dung chua 16, con thieu.

* Tru'd'ng ho'p cong dan chu'a co don khi€u nqi, to cdo;

- Nguoi tiep cong ddn phai huro'ng dAn cdng dAn vi6t dcrn theo quy dinh cua
ph6p luAt.

- C6ng dAn co th€ trinh bay truc ti6p vd nguo'i,ti€p c6ng cldn co trdch nhi6m
ghi ch6p ddy dir, trung thuc, el"rir-rh x6c n6i dung khieu rrai, t6 c6o. l<i6n nghi, phan
6nh do cdng dAn trinh bdy; Sau do doc lai cho c6ng dAn nghe va dC nghi c6ng dAn

ky t6n hodc di€rn chi x6c nhAn vdo vdn ban.
* Trtrd'ng hctp nhiiu ngud'i citng dAn cte khi€u nai, to cdo citng mot vu vi€c;

,;
Can bQ ti€p dAn phdri huo'ng dAn cong dan cu rrgu'cri dai dien dC trinh bay n6i

dyrg khi6u nai, t5 c6o, kien nghi, phAn 6nh;_ngu'oi ti6p c6ng dAn ghi lai noi dung
bang vdn bdrn (co ky t6n nguo'i dai di6n) vd tiep nhAn xti' ly.

* Tru'd'ng ho'p nhiiu ngu'd'i citng d€n d€ khiAu nai, to cdo nhiiu vu vi€c khac
nhctu:

Nguo'i ti6p c6ng dAn phai huo'ng dAn cong dAn tach ri6ng tung nQi dung d6
,:gui den dung co quan, to cl-r[rc, alon vi co thAm quir6n giai quy6t.

Lu'u y: Nguo'i ti6p c6ng dAn ti6p.nh6n cac thong tin, tai li6u, bang chu'ng

li6n quan d6n viec khi6u nai, t6 c6o, ki6n nghi, phan 6nh do c6ng dAn cung cAp
, : t ^ / ,\! r'^gAu co) va pl-rai vi6t, giao giAy bi6n nhAn cac tdi liQu da ti6p nhAn cho c6ng dAn.

2.3. Bu'6'c 3: Phfrn lot1i, xtr l! khi6u nr1i, t6 ctio, kidn ngh!, phdn dnh toi
. .. r

no'i fiAp cing dAn (Dieu 26 LuAt Tiep c6ng dan 2013)
* Viec phan loai, xtr li khi\u ncri, to ccio den co'qt.tan, to chti'c, do'nvi, ngu'd'i

co tham quyin thq.t ly, giai quvet trong qud trinh ti€p cong clan du'ct'c thu'c hien nhu'

saLt.'

- Truo'ng ho. p khi5u nai, t6 cao thuoc thArn quyen giai quyet cua co- quan, t6

chti'c, do-n vi minh va du di6u ki6n thu ly thi ngucri tiep cong clan, ti6p nh4n th6ng

tin, tiri ligu, ch[rng c[r'kern theo, d6ng thrri bdo cao vo'i ngucri co thArn quy6n thu ly;

- Truo'ng hop khieu nai, t6 c6o l<li6ng thuoc thAm quy6r, giai. quy€t cua co-
; , , , ., . ,

quan, to ch[r'c, do-n vi rninh tl-ri huor-rg dAn nguoi khi6u nai, to c5:o d6n ccr quan, t6

chi1c, dcrn vi co thAm quyen Ae mieLr nai. io c6:o. Tru'd'ng hgp khi6u nai, t6 cao

thuQc thArn qry.n giai quy6t cua co- quan, t6 ch[r'c, don, vi cdLp.clucri mDr chua dugc

giai quy6t thi ngucri ti6p c61g dAn bao c6o ngu'cri co th6ni quy6rr y6Lr cAu co- quan,

to chuc, don vi co thArn quyer"r giai quy€t.

- Trud'ng ]-,9"p Lhi6u nai, t6 c6o dd clu'g-c eiai 9y1,it dung chinh t1.1, tf6l
luAt thi nguo'i ti6p,c6ng dAn phai huo'ng dAn de ng,u"i.khi€u:ii, 

16,c6o 
chAp hdnh

nghi0m chinh quyet dinh giAi grygl khieu n4i, quy6t dinh xu lj hdnh vi vi ph4m bi

t6 c6o vir ydu cAu c6ng dAn chdrn dut yi6c khi0u nai, to c6o.
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- Trud'ng hqp nhan du'gc don khieu nai, to cao khong do ngu'oi I<hieu nai, to
cao truc tiep chuven ddn thi thuc hi6n viec phAn loai vd xu, ly theo quy dinh cua
ph6p luar vd khi6; nai, t6 c6o.

* vi€c phdn logi, chuy€i'n noi clung kien ngh1, phan dnh d€n co,quqn, to chuc,
dcsn vi, ngu'd'i co tham quyin thq,t ly, gia:i qtry€itrrrng clud trinh ti€p cong ddn duo"'c
thuc hi€n nhu'sali:

2 . . Tr.uong hcrp ki6n nghi, phal 6nh thu6c thArn quy6n giai quy6t cua co quan,
t6 chirc, do"n vi rninh thi nguo'i tiep c6ng clAn b6o c6o ngu'o'i co- thAm quy6n de
nghi€n cu'u, xerr xit, giai qLry6t hodc phAn c6ng b6 phAn n[nien c[r,u, xem xdt, giai
quy6t;

-.Truong ho-p l<i6n nghi, phan 6nh khong thuoc tham quyen giai quydt cua co'
quan, t6 chilc, don vi minl-r thi ngrro'i ti6p cong dAn chuyen don hoac chuy6n bAn
efl fai,nQi 

dungtrinh bdy cuanguo'i ki6n ngh!, phdn anh den co'quan, to chu,c, don
vi co th6m quyen de nghi6n ciru, tiCp thu, xem xet, gidri quyet.

* Thd'i gian ti1p nhdn hi so'vd tra kAt qua;

VAo gio'hdnh chinli (th6ng thu'o'ng la B gio d6n 1l gio'00 phut, chieu ru' 14
gio 00 phirt d6n 17 gio') cfc ngdy larn vi6c trorig tuAn tu'tf,ir Z den thLi.6 (tru'ngey
chu nhAt vd, citc ngdy 16).

*' Thd'i ha.n tra ket qua;

Trong tho'i han l0 ngdy larn.viec ke tu'ngay tiep nhAn noi dung khi6r-r nai, t6
c6o, ki6n ngli, phan 6nh, nguoi tiep cong" dan co trdch nhi0m trA loi truc tiep hodc
th6ng b6o bang vdn ban d6n nguo'l aa otn khi6u nai, 16 c6o, ki6n nghi, phan 6nh
(Di6u 28 LuAt Ti6p c6ng dArr ndrn 20 I 3 ).
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