CONG HOA XA HOI CHU NGHIiA VIET NAM
Poc 1ap - Tw do - Hanh phic

NOI QUY

an hanh kém theo Quyét dinh s6 182/0P-UBND ngay 04/10/2021
ciia Uy ban nhan dan thi tran Ninh Giang)

I. LICH TIEP CONG DAN

1. Thoi gian tiép cong dan thuwdng xuyén:

- Sang tir 8 gid 00 phut dén 11 gio;

- Chiéu tir 14 gid 00 phat dén 16 gio 30 phut;

- Chui nhat va cic ngdy 1& nghi theo quy dinh cua Luat Lao dong;

2. Chii tich UBND Thi trin Ninh Giang tiép cong dan dinh ky:

Chu tich UBND Thi tran Ninh Giang tiép cong dan dinh ky vao ngay tha 4
hang tuan ( Trudng hop chi tich ban cong tac khac thi Pho chu tich UBND Thj trdn
tiép thay)

3. Pia diém tiép cong dén:

-Tai phong hop Uy ban nhan dan Thi tran Ninh Giang ( Dia chi: Phd Ninh
Thai, Khu 4, Thi trin Ninh Giang, huyén Ninh Giang, tinh Hai Duong).

II. NHUNG TRUONG HQP TU CHOI TIEP CONG DAN

Nguoi tiép cong dan duoc tir chéi tiép nguoi dén noi tiép cong dan trong céc
truong hop sau day:

L. Nguoi trong tinh trang say do dung chat kich thich, nguoi mic bénh tam
than hoac mot bénh khac lam mat kha nang nhéan thic hoac kha nang di€u khién
hanh vi ctia minh;

2. Nguoi ¢6 hanh vi de doa, xtic pham co quan, t6 chuc, don vi, nguoi tié:p
cong dan, nguoi thi hanh cong vu hoac c6 hanh vi khac vi pham ndi quy noi tiép
cong dan;

3. Nguoi khiéu nai, to cao vé vu viée da giai quyét diing chinh sach, phap luat,
dugc co quan nha nude co tham quyen kiém tra, ra soat, thong bao bang van ban va
da duoc tiep, giai thich, hudng dan nhung van c¢o tinh khi€u nai, t6 cdo kéo dai;

4. Nhitng truong hop khac theo quy dinh cua phap luét.

I11. POI VOI CAN BQ CONG CHUC TIEP CONG DAN

1. Khi tiép cong dan phai bao dam trang phuc chinh té, c6 deo thé cong chirc
theo quy dinh.

2. C6 thai do dimg myc, dam bao khach quan binh dang, khong phan biét d6i
XU trong viéc ti€p cong dan.



3.Toén trong cong dan, khong sach nhleu gy phién ha hoidc can tré dbi véi
ngudi dén kién nghi, phan anh, khiéu nai, t6 cdo.

4. Giai thich, huong dan cho cong dan thyc hién quyén kién nghi, phan anh,
khiéu nai, t6 cao theo ding quy dinh phap luat; huéng dan nguoi khiéu nai, t6 cdo,
kién nghi, phan anh dén dtng co quan hodc ngudi c6 tham quyén giai quyét.

5. Yéu cau ngudi dén khiéu nai, t6 cdo, phan anh, kién nghi cung cip day du
thong tin, tai li€u co lién quan cho viéc ti€p nhan vu viéc.

6 Giir bi mat cho ngudi tb céo theo quy dinh cua phap luat.

_IV. POI VOI CONG DAN DPEN KHIEU NAIL TO CAO, KIEN NGHI,
PHAN ANH.

1.Khi den dia diém tiép cong dan dan ctia Uy ban nhin dan Thi tran cong
dan khieu nai, to cdo, phan anh c6 cac quyén sau day:

a) Trinh bay vé ndi dung khiéu nai, td cdo, kién nghi, phan anh,;

b) Pugc hudng dan, gidi thich vé ndi dung lién quan dén khi€u nai, t0 céo,
kién nghi, phan dnh ctia minh;

c¢) Khiéu nai, t6 cdo v€ hanh vi vi pham phép luat cua nguoi ti€p cong dan;

d) Nhan thong bao vé viée tiép nhan, két qua xu ly khiéu nai, to céo, kién
nghi, phan anh;

d) Tru’g‘mg hop ngudi khi‘é'u nai, td cdo, kién nghi, phan anh khong st dung
thong thao tiéng Viét thi c6 quyén st dung nguoi phién dich;

e) Cac quyén khac theo quy dinh cta phap luat vé khiéu nai, té céo.

2. Khi dén noi tiép cong din, nguwoi khiéu nai, té cdo, kién nghi, phan anh
c6 cac nghia vu sau day:

a) Néu o ho tén, dia chi hodc xuét trinh gidy to tuy than, gidy Gy quyén (néu
c0);

b) C6 thai do dung muc, ton trong ddi v6i ngudi tiép cong dan;

¢) Trinh bay trung thuc su viéc, cung cap thong tin, tai liéu lién quan dén nodi

dung khiéu nai, t6 cao, kién nghi, phan anh; ky hoac diém chi xac nhan nhimg noi
dung trinh bay da dugc nguoi tiép cong dan ghi chép lai;

~d) Nghiém chinh chap hanh ndi quy tiép cong dan va huéng dan cia nguoi
tiép cong dan;
d) Truong hop nhiéu nguoi cing khiéu nai, td céo, kién nghi, phan anh vé mot

ndi dung thi phai cir nguoi dai dién dé trinh bay ndi dung khiéu nai, to cdo, kién
nghi, phan anh;

e¢) Chiu trach nhi€m trudc phap luat vé ndi dung khiéu nai, t6 co ciia minh.
V. CAC HANH VI BI NGHIEM CAM:

1. Poi véi can bg, cong chirc:



a, Gay phién ha, sach nhi€éu hodc can tré ngudi dén khi€u nai, t6 cao, kién
nghi, phan anh;

b, Thi€u trach nhiém trong vi¢c ti€p cong dan, lam mat hodc lam sai 1éch
thong tin, tai liéu do ngudi khiu nai, to cdo, kién nghi, phan 4nh cung cap;

¢, Phan biét ddi xur trong khi tiép cong dan;
2. P6i véi cong dan:

a, Loi dung quyén khiéu nai, t6 céo, kién nghi, phan anh dé gay roi trat tu
cong cong;

b, Xuyén tac, vu khéng gay thiét hai cho co quan, td chure, don vi, ¢4 nhan;

¢, PBe doa, xtic pham co quan, td chue, don vi, nguoi tiép cong dan, nguoi thi
hanh cong vuy;

d, Kich dong, cudng ép, du do, 16i kéo, mua chudc ngudi khac tap trung dong
ngudi tai noi tiép cong dan;

d, St dung phuong tién ghi am, chup anh khi chua duoc su cho phép cua
ngudi c6 tham quyén, treo bang ron, biéu ngit tai dja diém tiép cong dan;

e, Vi pham céc quy dinh khac trong ndi quy tiép cong dan./.

TM. UY BAN NHAN DAN
CHU TICH

Do Vian Luan
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