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QUYETD1NH
Ban hanh Quy cfinli ticp cong dan cna Truong Dai hoc Nghe An

HIEU TRUONG TRUONG DAI HOC NGHE AN• • • •

Ccm cir Liiqt Tiep cong dan so 42/2013/QH13 ngay 25 thcing 11 na/n 2013 
vci Nghi dinh so 64/2014/ND-CP ngay 26 thcing 6 nam 2014 cna Chinh pint quy 
dinh chi del thi hanh mot so dieii cua Luqt Tiep cong dan

Can cn Luqt khieu nqi so 02/2011/01113 ngay 11 thcing 11 nam 2011 vci 
Nghi dinh so 124/2020/ND-CP ngay 19 thcing 10 nam 2020 cua Chinh phu quy 
dinh chi det mot so dieu vci biqn phcip 16 chtic thi hanh Luqt Khieu nqi;

Can cu Luqt To ccio so 25/2018/OH 14 ngay 12 thcing 6 nam 2018 vd Nghi 
dinh so 31/2019/ND-CP ngay 10 thcing 4 nam 2019 cua Chinh phu quy dinh chi det 
mot so dieu vci bien phcip to chiic thi hanh Luqt To ccio;

Can cu Thong tu sd 04/2021/TT-TTCP ngay 01 thcing 10 nam 2021 Quy dinh 
quy trinh tiep cong dan vci Thong tu so 05/2021/TT-TTCP ngay 01 thcing 10 nam 
2021 Quy dinh quy trinh xii ly dan khieu nqi, dan to ccio, dan kien nghi, phan cinh 
cua Thanh tra chinh phu;

Can cii Quyet dinh so 1653/OD-TTg ngay 26/12/2024 ve viec sap nhcip 
Trudng Cao dang Supham Nghe An veto Trudng Dai hoc Kinh te Nghe An vd ddi 
ten Truang Dai hoc Kinh te Nghe An thdnh Trudng Dai hoc Nghe An;

Can cuNghi quyet 17/ND-HDTDHNA ngay 17/6/2025 ban hanh Quy che T6 
chuc vd Hoqt dong cua Trudng Dai hoc Nghe An;

Xet de nghi cua Trudngphdng Thanh tra, Khdo thi vd Dam bdo chat hrang.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay “Quy dinh Ti£p cong dan cua 
Trudng Dai hoc Nghe An”.

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky.
Dieu 3. Phong llianh tra, Khao thi va Dam bao chat lupng, phdng Td chuc - 

Hanh chinh; trudng cac don vi trong toan trudng, cac td chuc va ca nhan co lien 
quan chin trach nhiem thi hanh Quyet dinh nay./.

Noinhan:
- DU/HDT (d| b/c)
- Cac PHT (de ch/d);
-Nhirdieu3;
- Luu VT, P.TTr-KT&DBCL
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UY BAN NHAN DAN TiNH NGHE AN
I RUONG DAI HOC NGHE AN

CHUONG1
NHUNG QUY DINH CHUNG

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tir do - Hanh phiic

QUY DINH
Tiep cong dan cua Truong Dai hoc Nghe An

(Ban hanh kem theo Quyet dinh so: 'ffG/QD-DklNA ngay Y/ thang 7 nam 2025 
cua Hieu truong Truong Dai hoc Nghe An)

I co

A A QDieu 1. Pham vi dieu chinh
Van ban nay quy dinh ve vice tiep cong dan cua Truong Dai hoc Nghe An 

(DHNA); nhiem vu, quyen han cua bo phan tiep cong dan; viec bo tri co so vat chat 
tai noi tiep cong dan; phoi hop giua cac don vi trong viec tiep cong dan.

Dieu 2. Doi tuong ap dung
1. Cac phong chuc nang, khoa va trung tam trong Truong DHNA (sau day 

goi chung la cac don vi).
2. Vien chuc, ngudi lao dong dang lam viec tai Truong DHNA.
3. Sinh vien cac he dao tao cao dang, dai hoc; hoc sinh, hoc vien dang hoc 

tap va nghien cuu tai Truong DHNA (sau day goi chung la ngudi hoc).
4. Ca nhan, to chuc co lien quan trong viec tiep cong dan tai Truong DHNA.
Dieu 3. Giai thich tir ngir

9

Trong van ban nay, cac tir ngu dudi day dupe hieu nhu sau:
7. Cong dan quy dinh trong van ban nay dupe hieu la vien chuc, ngudi lao 

dong, ngudi hoc dang lam viec, hoc tap tai Truong DHNA va cac ca nhan khac cd 
khieu nai, to cao hoac kien nghi, phan anh ddi vdi Truong DHNA.

2. Tiep cong dan la viec Truong DHNA to chuc don tiep de lang nghe, tiep 
nhan khieu nai, to cao, kien nghi, phan anh cua cong dan; giai thich, hudng dan 
cho cong dan ve viec thuc hien khieu nai, to cao, kien nghi, phan anh theo dung 
quy dinh cua phap luat.

Tiep cong dan bao gdm tiep cong dan thudng xuyen, tiep cong dan dinh ky va 
/ r

tiep cong dan dpt xuat.
' 9 ' •3. Khieu nai la viec cong dan, don vi, to chuc trong Truong DHNA de nghi 

Chu tich Hpi dong trudng, Hieu trudng xem xet lai quyet dinh hanh chinh, hanh vi
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I'll' • ' rhanh chinh khi co can cir cho rang quyet dinli, hanh vi do la trai phap luat, xam 
pham quyen, loi ich hop phap cua minh.

4. To cdo la vice cong dan bao cho dan vi, to chirc, ca nhan cd tham quydn 
cua Nha trirdng biet ve hanh vi vi pham phap luat cua bat cu don vi, td chirc, ca 
nhan nao gay thiet hai hoac de doa gay thiet hai loi ich cua Nha nude, quydn, loi 
ich hop phap cua cong dan, don vi, td chuc cua Nha trudng.

5. Kien nghi, phon dnh la viec cong dan cung cap thong tin, trinh bay y kien, 
nguyen vong, de xuat giai phap vdi Trudng DHNA ve nhung van de lien quan den 
viec thuc hien chu truong, dudng loi, chinh sach, phap luat, cong tac quan ly trong 
cac linh vuc thuoc trach nhiem cua Trudng DHNA.

6. Do'n la van ban cd noi dung dupe trinh bay dudi mot hinh thuc theo quy 
dinh cua phap luat, gui den co quan, td chuc, don vi, ngudi cd tham quydn dd 
khieu nai hoac td cao hoac kien nghi, phan anh.

7. Xu ly dan la viec co quan, td chuc, don vi, ngudi cd tham quydn can cu 
vao noi dung vu viec dupe trinh bay trong don ma phan loai nMm thu ly giai quydt 
don thudc tham quyen, hudng dan hoac chuyen don den co quan, td chuc, don vi, 
ngudi cd tham quyen giai quyet theo quy dinh cua phap luat.

8. Noi tiep cong ddn la dia diem do Trudng DHNA bo tri de thuc hien viec 
tiep cong dan theo quy dinh tai van ban nay.

A A rDieu 4. Nguyen tac tiep cong dan
1. Viec tiep cong dan phai dupe tien hanh tai noi tiep cong dan cua Trudng 

DHNA.
2. Viec tiep cong dan phai bao dam dung tham quyen, trinh tu, thu tuc va 

thdi gian theo quy dinh cua phap luat; bao dam cong khai, dan chu, kip thdi; bao 
dam khach quan, binh dang, khdng phan biet ddi xu trong khi tiep cong dan; giu bi 
mat va bao dam an toan cho ngudi td cao theo quy dinh cua phap luat.

3. Ton trong, tao dieu kien thuan loi cho cong dan thuc hien viec khieu nai, 
to cao, kien nghi, phan anh theo quy dinh cua phap luat.

4. Nhung npi dung khdng quy dinh trong van ban nay thi dupe thuc hien 
theo quy dinh cua Luat Khieu nai, Luat Td cao, Luat Tiep cong dan hien hanh va 
cac van ban phap luat khac cd lien quan.

Dieu 5. Muc dich cua viec tiep cong dan
1. Hudng dan cong dan thuc hien quyen khieu nai, to cao, kien nghi, phan 

anh dung quy dinh phap luat, gdp phan tuyen truyen, pho bien phap luat.
r , AlA«A*Ar«Z 9 '2. Tiep nhan khieu nai, td cao, kien nghi, phan anh thupc tham quyen giai 

quyet cua thu trudng co quan hanh chinh nha nude de xem xet, ra quyet dinh giai
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quyet khieu nai; ket luan noi dung to cao, quyet dinh xu ly to cao; xem xet, giai 
/ r r

quyet kien nghi, phan anh; tra Idi cho cong dan biet theo quy dinh cua phap luat.
A ADieu 6. Cac hanh vi bi nghiem cam

1. Gay phien ha, sach nhieu hoac can trd ngu’di den khieu nai, to cao, kien 
nghi, phan anh.

2. Thieu trach nhiem trong viec tiep cong dan; lam mat hoac lam sai lech
r f r r

thong tin, tai lieu do ngu’di khieu nai, to cao, kien nghi, phan anh cung cap.
3. Phan biet ddi xir trong khi tiep cong dan.
4. Lo’i dung quyen khieu nai, to cao, kien nghi, phan anh de gay rdi trat tu 

cong cong.
5. Xuyen tac, vu khdng, gay thiet hai cho co quan, to chuc, don vi, ca nhan.
6. De doa, xuc pham co quan, to chuc, don vi, ngudi tiep cong dan, ngudi 

thi hanh cong vu.
7. Kich dong, cudng ep, du do, Idi keo, mua chuoc ngudi khac tap trung 

dong ngudi tai noi tiep cong dan.
8. Tiet lo thong tin cua ngudi den khieu nai, to cao, kien nghi, phan anh.
9. Vi pham cac quy dinh khac trong noi quy, quy che tiep cong dan.

A r a aDieu 7. Xii’ ly don khi tiep cong dan
1. Truong hop don cd nhieu noi dung khac nhau, vua cd khieu nai, vua cd to

r ' k • 9< A A • • A A A r /AA A • Acao hoac kien nghi, phan anh thi ngu’di tiep cong dan hudng dan cong dan viet 
thanh tung loai don rieng (Mem 1,2,3) va hudng dan cong dan thuc hien quyen 
khieu nai, to cao, kien nghi, phan anh theo quy dinh cua phap luat.

2. Truong hop khieu nai, to cao, kien nghi, phan anh cua cong dan cd ndi 
dung to giac tdi pham thi ngudi tiep cong dan hudng dan viet don rieng ve to giac 
tdi pham va gui den co quan cd tham quyen giai quyet to giac ve tdi pham theo

A A X

quy dinh cua Bd luat To tung hinh su.
3. Khdng xem xet, giai quyet nhung don sau day:
a) Don khdng ghi rd ngay thang nam viet don; khdng ghi rd ho ten, dia chi 

cua ngudi viet don; khdng cd chu ky hoac diem chi true tiep cua nguoi viet don.
r r ft

b) Don khieu nai khdng lien quan true tiep tdi quyen va loi ich hop phap cua 
ngudi khieu nai; het thdi han, thdi hieu khieu nai; khieu nai da cd quyet dinh giai 
quyet lan hai; khieu nai da dupe tda an thu ly;

Z 9 A Z*9*Aa11AZ

c) Don to cao da dupe co quan cd tham quyen thu ly giai quyet ma khdng cd
• • A A Z’A’AAZ*ndi dung moi hoac ndi dung to cao khdng cd dieu kien de xac minh.

d) Don dupe gui cho nhieu co’ quan, nhieu ngudi, trong do da gui den dung 
co1 quan hoac ngudi cd tham quyen giai quyet.

ZTr
D

\ N'
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d) Don co noi dung chong doi dudng loi, chu trunng cua Dang, chfnh sach, phap 
luat cua Nha nude; don co noi dung chia re doan ket dan toe, ton giao; don co loi le tho 
tuc, boi nho, xue pham danh dir, uy tin cua ca nhan, co quan, to choc, don vi.

e) Don rach nat, chu viet bi tay xoa, khong rd, khdng the doc dupe.
4. Truong hop don thu thupc diem a, khoan 3 Dieu nay, neu co noi dung rd 

rang, minh chung kem theo thi cd the xem xet theo quy dinh tai Khoan 2 Dieu 25 
Luat To cao nam 2018.

Dieu 8. Xii ly cac khieu nai, to cao, kien nghi hoac phan anh doi vol dang vien
Truong hop to cao, khieu nai, kien nghi hoac phan anh doi vdi dang vien vi 

pham quy dinh, dieu le cua Dang dupe thuc hien theo cac quy dinh hien hanh cua 
Ban Chap hanh Trung uong va hudng dan cua Uy ban Kiem tra Trung uong, Tinh 
uy Nghe An.

• A • A A ADieu 9. Dia diem tiep cong dan
1. Dia diem tiep edng dan thuong xuyen dupe bo tri tai phdng Tiep dan Truong 

DHNA tai co so chinh so 51, Ly Tu Trpng, Thanh pho Vinh, tinh Nghe An.
2. Tai dia diem tiep edng dan, phai niem yet npi quy tiep cong dan, hudng 

dan ve quy trinh tiep edng dan, quy trinh giai quyet khieu nai, to cao, kien nghi, 
phan anh theo quy dinh cua phap luat va edng khai thong tin ve viec tiep cong 
dan cua Truong DHNA va edng bo tren trang thong tin dien tu cua co quan, don

' A

vi (neu cd), bao gdm:
a) Noi tiep edng dan; thdi gian tiep edng dan thudng xuyen.
b) Lich tiep cong dan cua Hien trubng Truong DHNA.
c) Thanh phan tham du va du kien npi dung tiep cong dan cua cac budi tiep 

cong dan dinh ky.
Dieu 10. Lich tiep cong dan
1. Tiep cong dan dinh ky: Hieu trubng Trubng DHNA bo tri it nhat mot 

ngay cd dinh/thang trong nam hoc de tiep edng dan. Thanh phan tham du va npi 
dung du kien tiep edng dan do Hieu trudng quyet dinh.

2. Tiep edng dan thudng xuyen: viec tiep edng dan thudng xuyen trong cac 
ngay lam viec theo gib hanh chinh tai Trubng DHNA (tru cac ngay nghi hang tuan 
va nghi le).

' r

3. Tiep cong dan dpt xuat: Trong trubng hop dac biet, Hieu trubng Trubng 
DHNA quyet dinh viec tiep cong dan dpt xuat trong cac trubng hop sau:
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a) Vu viec gay gat, phuc tap, co nhieu ngiroi tham gia, lien quan den trach nhiem 
cua nhieu don vi true thuoc hoac y kien cua cac don vi true thuoc con khac nhau.

b) Vu viec neu khong chi dao, xem xet kip thdi co the gay ra hau qua ngliiem 
trong hoac co the dan den huy hoai tai san cua Nha nude, cua tap the, xam hai den tinh 
mang, tai san cua nhan dan, anh hirbng den an ninh, chinh tri, trat tu, an toan xa hoi.

Dieu 11. Tiep cong dan thuong xuyen
1. Phong Thanh tra, Khao thi va Dam bao chat luong dupe phan cong chiu 

trach nhiem tiep cong dan thuong xuyen vao cac ngay lam viec trong tuan.
2. Thdi gian:
- Budi sang: tu 8 gid 00 den 11 gid 00
- Budi chieu tu 14 gid 00 den 17 gid 00
3. Dia diem: Van phdng Thanh tra, Khao thi va Dam bao chat luong.
Dieu 12. Trinh tir tiep cong dan thuong xuyen 

•>
1. Xac dinh tu each chu the
a) Khi cong dan den true tiep trinh bay tai phdng tiep dan, can bd tiep cong 

dan de nghi cong dan xuat trinh giay chung minh nhan dan/can cube cong dan 
hoac giay to tuy than de lam rd tu each cua ngudi true tiep khieu nai, to cao hoac 
kien nghi, phan anh; ngudi dai dien, ngudi dirpe liy quyen hoac luat sir, tro giup 
vien phap ly giup do ngudi khieu nai ve phap luat.

- Truong hop ngudi trinh bay la ngudi dai dien cua ngudi khieu nai thi can bd 
tiep cong dan yen cau ngudi trinh bay xuat trinh cac giay to chung minh viec dai 
dien hop phap cua ngudi khieu nai, gdm: giay to chung minh ngudi khieu nai la 
ngudi khdng cd nang lire hanh vi dan sir hoac khong du nang lire hanh vi dan sir; 
giay to chung minh mdi quan he dai dien theo phap luat vdi ngudi khieu nai hoac 
giay to cd xac nhan cua Uy ban nhan dan cap phudng/ xa noi ngudi khieu nai cu tru.

- Truong hop ngudi trinh bay la ngudi dupe liy quyen khieu nai thi can bd 
tiep cong dan yen can xuat trinh giay chung minh nhan dan/can cirdc cong dan 
hoac giay to tuy than; Hop dong liy quyen hoac giay liy quyen cua ngudi khieu nai 
cd cong cluing, chung thirc.

- Truong hop cd luat sir, tro giup vien phap ly, thi can bd tiep cong dan yeu 
can xuat trinh: the luat sir, the tro giup vien phap ly; giay yeu cau giup do ve phap 
luat cua ngudi khieu nai; Quyet dinh phan cong tro giup phap ly; Giay gidi thieu 
cua to chiic hanh nghe luat sir ddi vdi trudng hop luat sir hanh nghe trong to chirc 
hanh nghe luat sir hoac giay gidi thieu ciia Doan luat sir noi luat sir do la thanh 
vien ddi vdi trudng hop luat su hanh nghe vdi tu each ca nhan; Giay uy quyen cua 
ngudi khieu nai.
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b) Truong hop ngubi trinh bay khong xuat trinh cac loai gi^y to dupe quy 
dinh tai diem a, khoan 1 Dieu nay thi can bo tiep cong dan tir choi tiep dan va giai 
thich rd ly do theo noi quy tiep cong dan.

c) Truong hop da kiem tra day du cac giay to theo quy dinh tai khoan 1 Dieu 
nay, can bo tiep cong dan nghien cuu don va de nghi cong dan trinh bay tom tat 
noi dung vu viec; tac nghiep chuong trinh quan ly tiep cong dan tren may tinh hoac 
ghi vao so tiep dan.

2. Phan loai, xu ly tinh huong
a) Truong hop cong dan den trinh bay nhung chua vidt don, can bo tidp 

cong dan yen cau cong dan trinh bay su viec, cung clip tai lieu co gia tri chung 
minh, huong dan cong dan viet don (Mau 1,2,3) hoac ghi nhan true tiep noi dung 
khieu nai, to cao, kien nghi, phan anh.

b) Truong hop cong dan den phong tiep dan de nghi cung clip thong tin k$t 
qua giai quyet, can bo tiep cong dan kiem tra, tra Ibi tien do hoac ket qua giai 
quyet cho cong dan ngay trong budi tiep cong dan.

c) Truong hop cong dan gui don nhung khong thuoc tham quyen giai quyet 
cua Truong thi huong dan cong dan gui don den dung co quan co thdm quyen 
theo phieu huong dan {Mau 4,5.6,7).

d) Truong hop vu viec thuoc tham quyen giai quyet ciia Hieu truong, don du 
dieu kien thu ly theo quy dinh, can bo tiep cong dan huong dan ngubi khieu nai, to 
cao, kien nghi, phan anh lien quan den khieu nai, to cao cung cap dia chi noi cu tru 
va dia chi lien lac. Neu cong dan cung cap cac thong tin, tai lieu, chung cu co lien

A*A«Ar«^  r 0quan den khieu nai, to cao, kien nghi, phan anh thi ngubi tiep cong dan xem xet de 
tiep nhan cac thong tin, tai lieu, chung cu do. Viec tiep nhan thong tin, tai lieu, 
chung cu dupe thuc hien bang giay bien nhan (Mau 8). Can bp tiep cong dan de 
xuat thu ly don de giai quyet theo quy dinh cua phap luat. Viec de xuat thu ly giai 
quyet dupe thuc hien theo phieu de xuat thu ly don (Mau 9), sau do chuyen don 
den bp phan tiep nhan, phan loai don de cap nhat vao chuong trinh quan ly don 
hoac sb theo dbi.

e) Truong hop vu viec thuoc tham quyen giai quyet cua Hieu truong nhung 
ngubi khieu nai chua cung cap day du cac tai lieu can thiet nhu quybt dinh hanh 
chinh, tai lieu chung minh ve hanh vi hanh chinh bi khieu nai, quyet dinh giai 
quyet khieu nai, tai lieu co gia tri chung minh ve su thiet hai do tac dong cua quyet 
dinh hanh chinh, hanh vi hanh chinh do thi can bo tiep cong dan yeu cau ngubi 
khieu nai bo sung day du cac tai lieu neu tren theo phieu hen (Mau 10). Viec yeu 
cau cong dan bo sung tai lieu chi thuc hien mot lan.
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Sau do can bo tiep cong dan lap thu tuc tiep nhan don va tai lieu theo quy 
•f >

dinh tai diem d, khoan 2 Dieu nay.
\ • A /X X A • 9 • AO a 9f) Truong hop vu viec thuoc tham quyen giai quyet cua Hieu trudng

\ r \

nhung khong du dieu kien thu ly thi can bo tiep cong dan giai thich ly do, dong 
thbi van nhan don, chuyen don den bo phan xu ly don de trinh Hieu trudng xem 
xet, co van ban tra Idi.

g) Trudng hop ngudi khieu nai vua khdi kien vu an hanh chinh tai Tda an cd 
tham quyen, vua khieu nai den ngudi cd tham quyen giai quyet khieu nai thi can bo tiep 
nhan don cd trach nhiem hudng dan, giai thich rd quy dinh cua phap luat va yeu cau 
ngudi khieu nai lua chon phuong an. Neu ngudi khieu nai thong nhat khieu nai den 
ngudi cd tham quyen giai quyet khieu nai thi phai lam cam ket khong dong thdi khdi 
kien tai Tda an. Ngupc lai, neu ngudi khieu nai van bao luu quan diem va chon phuong 
an khdi kien vu an hanh chinh tai 'fda an thi xu ly theo diem e, khoan 2 Dieu nay.

3. Khi cd doan dong ngudi den khieu nai, to cao, kien nghi, phan anh vdi 
tinh chat phuc tap phai bao cao ngay lanh dao Trudng de cd bien phap xu ly kip 
thdi; thong tin va de nghi cac phdng chiic nang lien quan cd trach nhiem phdi hop 
tham gia tiep cdng dan va ban cac bien phap xu ly.

Dieu 13. Tiep cdng dan dinh ky
1. Lanh dao Trudng tiep cdng dan dinh ky:
- Hieu trudng Trudng DITNA tiep cdng dan vao sang thu Sau cua tuan cudi 

cung trong thang.
- Pho Hieu trudng true tuan tiep cdng dan dinh ky vao chieu thu Hai hang tuan.
2. Dia diem tiep cdng dan: phdng tiep dan, tang 1, nha A, Trudng DHNA.
Dieu 14. Quy trinh tiep cdng dan dinh ky
1. Can bd tiep cdng dan tiep xue, ghi nhan ndi dung khieu nai, to cao, kien 

nghi, phan anh ciia cdng dan.
2. Tren co so ndi dung cdng dan trinh bay, can bd tiep dan ra soat sir viec, 

qua trinh giai quyet cua co quan choc nang va bao cao ngudi chu tri tiep cdng dan.
3. Ngudi chu tri tiep cdng dan xem xet ndi dung khieu nai, to cao, kien nghi, 

phan anh va quyet dinh viec tiep cdng dan. Trinh tu tiep nhu sau:
- Nghe cdng dan trinh bay ndi dung khieu nai, to cao, kien nghi, phan anh.
- Cac phdng chuc nang tham gia budi tiep cdng dan cd y kien.
- Ngudi chu tri hudng dan, tra Idi cac khieu nai, to cao, kien nghi, phan anh 

cua cdng dan theo quy dinh; hoac ket luan, giao nhiem vu cho cac phdng chuc 
nang, don vi lien quan tien hanh kiem tra, xac minh, giai quyet.

Dieu 15. Tiep cdng dan dot xuat
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1. Hieu truong Tnrdng Dai hoc Nghe An quyet dinh vice ti6p cong dan dot 
xuat trong truong hop can thiet theo de nghi cua lanh dao phong Thanh tra, Khao 
thi va Dam bao chat kro'ng.

2. Hieu truong xem xet, quyet dinh moi Ban thirdng vu Dang uy tham dir 
tiep cong dan doi vdi cac vu viec phiic tap, keo dai, anh huong den tinh hinh du 
luan, an ninh, trat tu trong Truong DHNA.

Dieu 16. Quy trinh tiep cong dan dot xuat
1. Chuan bi tiep cong dan
a) Truong phong Thanh tra, Khao thi va Dam bao chat lupng bao cao tong 

hop vu viec, de xuat tiep cong dan, trinh Hieu truong xem xet.
b) Sau khi Hieu truong dong y, Truong phong Thanh tra, Khao thi va Dam 

bao chat luqng bo tri lich tiep cong dan; phoi hop cung phong To chuc - Hanh 
chinh moi thanh phan tham du buoi tiep.

Thu moi dupe gui trubc it nhat 03 ngay lam viec so vdi thdi di6m hop. Ddi 
vdi cong dan thi gui thu moi rieng.

2. Trinh tu buoi tiep cong dan dot xuat
a) Truong phong Thanh tra, Khao thi va Dam bao chat lupng diem danh, lap 

danh sach dai dien cac phong chuc nang va cac don vi dir tiep cong dan va danh 
sach cong dan dupe moi.

b) Trudng phong Thanh tra, Khao thi va Dam bao chat lupng tuyen bo ly do 
buoi tiep cong dan; gidi thieu thanh phan tham du, ngudi chu tri, thu ky ghi bien 
ban tiep cong dan.

c) Cong dan trinh bay y kien.
d) Cac phong chuc nang trinh bay bao cao npi dung vu viec.
e) Cong dan va dai dien cac co quan du hop phat bieu y kien.
Q Ngudi chu tri tiep cong dan ket luan, chi dao thuc hien.

• A f A A A ADieu 17. Track nhieni tiep cong dan thay Lanh dao Truong 
s A A • rTruong hop Hieu truong khdng the tiep cong dan theo lich da dinh, Hieu 

pho true tuan thay mat Hieu truong tiep cong dan de dam bao so ngay tiep cong 
dan theo quy dinh. 

•A A f f X*'SAADieu 18. Thong bao cua ngudi chii tri tiep cong dan
1. Trong thdi han 05 ngay sau buoi tiep cong dan dinh ky hoac dpt xuat, 

Trudng phong Thanh tra, Khao thi va Dam bao chat lupng phat hanh thong bao 
r

cua ngudi chu tri tiep cong dan (Man 17).
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2. Thong bao dnoc gu’i den cac phong chirc nang va don vi lien quan de thirc 
hien; niem yet cong khai tai dia diem tiep cong dan; gui cho cong dan (doi vdi buoi 

/ r

tiep cong dan dot xuat).

JG 
?c 
AN

CHUONG 3. QUYEN, NGH1A VU CUA CONG DAN VA TRACK NHIEM 
CUA NGlTdl TIEP CONG DAN

Dieu 19. Quyen va nghia vu ciia cong dan den khieu nai, to cao, kien 
nghi, phan anh

1. Khi den dia diem tiep cong dan ciia Trtrbng DHNA, ngirbi khieu nai, to 
cao, kien nghi, phan anh co cac quyen sau day:

a) Trinh bay ve noi dung khieu nai, to cao, kien nghi, phan anh.
b) Dupe hirbng dan, giai thich ve noi dung lien quan den khieu nai, to cao, 

kien nghi, phan anh cua minh.
c) Khieu nai, to cao ve hanh vi vi pham phap luat cua ngubi tiep cong dan.
d) Nhan thong bao ve viec tiep nhan, ket qua xt'r ly khieu nai, to cao, kien 

nghi, phan anh.
e) Cac quyen khac theo quy dinh cua phap luat ve khieu nai, to cao.
2. Khi den dia diem tiep cong dan cua Truong DHNA, ngubi khieu nai, to 

cao, kien nghi, phan anh co cac nghia vu sau day:
a) Neu rd ho ten, dia chi hoac xuat trinh giay tb tuy than, giay uy quyen (neu co).
b) Co thai do dung muc, ton trong doi vbi ngirbi tiep cbng dan.
c) Trinh bay trung thuc su viec, cung cap thong tin, tai lieu lien quan den noi 

dung khieu nai, to cao, kien nghi, phan anh; ky xac nhan nhtrng noi dung trinh bay 
da duoc ngubi tiep cbng dan ghi chep lai.

d) Nghiem chinh chap hanh noi quy tiep cbng dan va hirbng dan ciia ngubi 
r

tiep cbng dan.
e) Truong hop nhieu ngubi cung khieu nai, tb cao, kien nghi, phan anh ve 

mot noi dung thi phai cu ngubi dai dien de trinh bay noi dung khieu nai, tb cao, 
kien nghi, phan anh.

f) Chiu trach nhiem trubc phap luat ve noi dung khieu nai, tb cao ciia minh.
Dieu 20. Track nhiem ciia ngirbi tiep cbng dan

r r 9 A1. Khi tiep cbng dan, ngubi tiep cbng dan phai bao dam trang phuc chinh te,
x b r 

co deo the can bb theo quy dinh. Thuc hien dung cac quy dinh ve tiep cbng dan 
ciia Nha nubc va ciia Truong DHNA.

2. Yen cau ngubi den khieu nai, tb cao, kien nghi, phan anh neu rd ho ten, 
dia chi hoac xuat trinh giay tb tuy than, giay uy quyen (neu co); co don hoac trinh
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\ A A • • A • A r 1 • A • f r 'bay rd rang noi dung khieu nai, to cao, kien nghi, phan anh; cung cap thong tin, tai 
lieu can thiet cho viec tiep nhan, thu ly vu vice.

3. Co thai do dung mire, ton trong cong dan, lang nghe, tiep nhan don khieu 
nai, to cao, kien nghi, phan anh hoac ghi chep day du, chinh xac noi dung ma 
ngu’di den khieu nai, to cao, kien nghi, phan anh trinh bay. Truong hop cong dan

A r r a r

trinh bay bang loi noi, neu thay can thiet thi ghi am noi dung trinh bay cua cong 
dan, nhung phai thong bao trubc cho cong dan.

4. Giai thich, hubng dan cho ngubi den khieu nai, to cao, kien nghi, phan anh 
chap hanh chu truong, dubng loi, chinh sach, phap luat, ket luan, quyet dinh giai quyet 
da co hieu luc phap luat cua co quan co tham quyen; hubng dan ngubi khieu nai, to 
cao, kien nghi, phan anh den dung co quan hoac ngubi co tham quyen giai quyet.

5. True tiep xu ly hoac phan loai, chuyen don, trinh ngubi co tham quyen xu 
ly khieu nai, to cao, kien nghi, phan anh; thong bao ket qua xu ly khieu nai, to cao, 
kien nghi, phan anh cho cong dan.

6. Yeu cau ngubi vi pham noi quy noi tiep cong dan chain dut hanh vi vi 
pham; trong trubng hop can thiet, lap bien ban ve viec vi pham va yeu can co1 quan 
chuc nang xu ly theo quy dinh cua phap luat.

7. Thue hien cac quy dinh khac dupe quy dinh tai van ban nay.
• X a AAADieu 21. NlnTng trubng hop cluoc tir chbi tiep cong dan

Ngubi tiep cong dan dupe tu chbi tiep ngubi den noi tiep cong dan trong cac 
trubng hop sau day:

1. Ngrrbi trong tinh trang say hoac kich dong, khbng Idem soat dupe ban than 
do dung bia rupu hoac chat kich thich, ngubi mac benh tarn than hoac mot benh khac 
lam mat kha nang nhan thuc hoac kha nang dieu khien hanh vi cua minh;

2. Ngubi co hanh vi de dpa, xue pham co’ quan, to chuc, don vi, ngubi tiep 
cong dan, ngubi thi hanh cong vu hoac co hanh vi khac vi pham npi quy noi tiep 
cong dan cua Trubng DITN A;

3. Ngubi khieu nai, to cao ve vu viec da giai quyet dung chinh sach, phap luat, 
dupe co quan nha nubc co tham quyen kiem tra, ra soat, thong bao bang van ban va 
da dupe tiep, giai thich, hubng dan nhung van cd tinh khieu nai, to cao keo dai;

4. Nhung trubng hop khac theo quy dinh cua phap luat.
Khi ngubi tiep cong dan tu chbi tiep cong dan thi phai giai thich cho cong dan 

biet ly do tu chbi va phai bao cao cho Lanh dao phbng chuc nang va Lanh dao 
Trubng biet.

Dbi vbi nhung trubng hop quy dinh tai khoan 1 va khoan 2 cua Dieu nay, 
ngubi tiep cong dan phbi hop vbi bao ve co quan hoac mot vien chuc khac trong
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CHUONG 4. PHAN CONG TRACH NHIEM TRONG CONG TAC TIEP
CONG DAN

• • A. 9 • 9 \ X • • Z /S /V \clan vi lap bien ban ghi nhan sir viec de lam co1 so tir choi tiep cong dan. Truong 
hop cong dan co hanh vi gay roi trat tir tai noi tiep cong dan, ngirbi tiep cong dan 
bao vdi bao ve nha trubng hoac Cong an lap bion ban ghi nhan sir viec, bao Lanh 
dao phong de bao cao Hieu trudng de nghi co quan co tham quyen xu ly.

Doi vdi trudng hop quy dinh tai khoan 3 Dieu nay thi ngudi tiep cdng dan 
du thao van ban Thong bao tir choi tiep cdng dan, trinh ngudi cd tham quyen ky 
ban hanh (Mau 12).

)

• A • /A •>Dieu 22: Hieu trudng
1. Hieu trudng true tiep tiep cdng dan de lang nghe, xem xet, giai quyet va 

chi dao viec giai quyet cac khieu nai, to cao, kien nghi, phan anh thudc tham quyen 
cua minh hoac thudc tham quyen ciia ngudi dung dan don vi cap dudi trong cdng 
tac tiep cdng dan, xu ly don va giai quyet khieu nai, to cao, kien nghi, phan anh.

2. Hieu trudng tiep cdng dan dinh ky hoac dot xuat theo quy dinh cua Luat
X/\ /x • k /x k • z\ 9 r • k /x /x 9 r x

Tiep cdng dan va kiem tra, ddn ddc viec xu ly sau tiep cdng dan cua cac phong 
chuc nang.

• rx • k /x /x t • /x • •z\ r • f • /x •3. Viec tiep cdng dan cua Hieu trudng phai dupe vien chuc giup viec ghi 
chep day du vao So tiep cdng dan cua Trudng, giai quyet khieu nai, to cao, kien 
nghi, phan anh va dirge luu tai noi tiep cdng dan.

4. ¥ kien chi dao cua Hieu trudng trong viec giai quyet cac khieu nai, to cao, 
kien nghi, phan anh tai dia diem tiep cdng dan phai duoc lap thanh van ban va gui 
cho cac phong chuc nang, don vi cd lien quan de trien khai thuc hien theo dung 
yen can, noi dung chi dao; an dinh thdi gian giai quyet phu hop vdi quy dinh cua 
phap luat, cac phong chuc nang, don vi cd trach nhiem giai quyet phai gui ket qua 
giai quyet cho cdng dan duoc biet.

. , X A /X k ’A A k r 9A AA5. Khi tiep cdng dan, neu vu viec rd rang, cu the, cd co so va thudc tham 
quyen giai quyet thi Hieu trudng tra Idi ngay cho cdng dan biet; neu vu viec phirc 
tap can nghien cuu, xem xet thi noi rd thdi han giai quyet va ngudi can lien he de

t ' r r

biet ket qua giai quyet.
6. Ket thuc viec tiep cdng dan, Hieu trudng ra thong bao ket luan viec tiep 

cdng dan.
Dieu 23. Phong Thanh tra, Khao thi va Dam bao chat luong
1. La don vi thirdng true trong viec tiep cdng dan.
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r

2. Truong phong Thanh tra, Khao thi va Dam bao chat lirong phan cong 
nhiem vu cho mot chuyen vien lam ngiroi tiep cong dan theo lich tiep cong dan 
thuong xuyen va thong bao cong khai len Cong thong tin dien tu cua Truong.

3. Niem yet lich tiep cong dan, noi quy tiep dan va mot so quy dinh khac cua 
Luat Khieu nai, Luat To cao tai dia diem tiep cong dan.

4. Tiep xuc, ghi nhan, ra soat noi dung kien nghi, phan anh, khieu nai, to 
cao cua cong dan tai budi tiep cong dan dinh ky; ghi bien ban buoi tiep cong dan 
cua Lanh dao Truong; du thao Thong bao noi dung ket luan, chi dao cua ngudi 
chu tri tiep cong dan.

5. Tiep nhan, xu ly don thu khieu nai, to cao, kien nghi, phan anh theo dung 
quy dinh cua phap luat.

6. Theo doi, Idem tra, don doc viec thuc hien ket luan, chi dao cua ngudi chu
r r

tri tiep cong dan va gial quyet don thu.
r • r K /XX X • 9 • A 4.7. Hang thang, tong hop bao cao ket qua tiep cong dan, tinh hinh giai quyet don 

thu cua Truong (neu cd) cho Lanh dao Truong de theo doi, chi dao; hang quy tong hop 
bao cao va bao cao dot xuat theo yeu cau cua Bo Giao due va Dao tao theo quy dinh.

8. Tham muu, sap xep lich tiep cong dan dinh ky, dot xuat cua Lanh dao
X B

Truong; mdi thanh phan tham du theo quy dinh.
r • a a X A9. Phoi hop vol co1 quan cong an ap dung cac bien phap theo tham quyen de 

xu ly doi vdi moi tinh hudng xay ra, dam bao trat tu, an toan budi tiep cong dan 
cua Lanh dao Truong.

Dieu 24. Phong To chiic - Hanh chinh
1. Phoi hop vdi phong Thanh tra, Khao thi va Dam bao chat luong trong 

viec tiep cong dan dinh ky hoac dot xuat cua Lanh dao Truong.
2. Mdi cac thanh phan tham du budi tiep cong dan dot xuat cua Lanh dao Truong.
3. Phoi hop vdi To bao ve chiu trach nhiem dam bao an toan trat tu cho boat 

dong tiep cong dan cua Truong.
Dieu 25. Cac don vi true thuoc khac• • •

Truong cac don vi khac trong pham vi chuc nang, nhiem vu cua minh thuc 
hien phoi hop vdi phong Thanh tra, Khao thi va Dam bao chat luong chuan bi noi 
dung thuoc chuyen mon cua don vi trong cong tac tiep cong dan tai Truong DHNA 
khi cd yeu cau.
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TS. Nguyen Ngoc Hieu
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CHlTONG V
TO CHlTC THUG HIEN • •

A r r A • a •Dieu 26. Che do Inn trfr, bao cao, cong khai thong tin
1. Phong Thanh tra, Khao th! va Dam bao chat krong chin trach nhiem lu’u 

trir, quan ly cac tai lieu lien quan den cong tac tiep cong dan tai Truong DHNA 
thong qua So theo doi va giai quyet khieu nai, to cao (Mau 13); So tiep cong dan 
(Mciii 14) va phan mem quan ly cong tac giai quyet khieu nai, to cao (neu co). Bao 
cao Hieu trudng theo dinh ky nam hoc hoac dot xuat lien quan den boat dong tiep 
cong dan tai nha trudng.

2. Cac thong tin lien quan den dia diem tiep cong dan thudng xuyen, thdi 
gian tiep cong dan dupe cong khai tren Cong thong tin dien tu cua Trudng DHNA.

Dieu 27. Dieu khoan thi hanh
1. Quy dinh nay cd hieu luc ke tu ngay ky ban hanh.
2. Trong qua trinh thuc hien Quy dinh nay, neu cd van de phat sinh hoac 

vudng mac, cac don vi, to chuc va ca nhan phan anh cho Hieu trudng thong qua 
phdng Thanh tra, Khao thi va Dam bao chat lupng de kip thdi xem xet, bo sung, 
sua doi cho phu hop./.

TRUONG \ 

n^hFan J

HIEl

Zl • 
j





MAU 1

 , ngay thdng .... ndm.
DON KHIEU NAI

Kinh gui:

(3)

r

(Tai lieu, chirng cu kem theo - neu co).

14

Ho va ten:
Dia chi:
Khieu nai
Noi dung khieu nai

(1) Ten ca quart, to chicc, cd nhdn co thdm quyen gidi quyet khieu nai.

(2) Ho ten cua ngwo'i khieu nai,

- Neu Id dqi di?n khieu nai cho co' quan, to chicc thi ghi rd chicc danh, ten co' quan, to chicc md minh dqi dien.

- Neu Id ngwd'i dico'c iiy quyen khieu nai thi ghi rd theo uy quyen cua co' quan, to chicc, cd nhdn ndo.

(3) Noi dung nay do co' quan gidi quyet khieu nai ghi.

(4) Khieu nai lan ddu (hoqc Idn hai) ddi vd'i quyet dinh, hdnh vi hdnh chinh gi, ciia ai?

(5) Noi dung khieu nai

- Ghi tom tat sir viec dan den khieu nai;

- Yen can (de nghi) ciia ngird'i khieu nai (neu cd).

Ngudi khieu nai 
(ky vd ghi rd ho ten)

(4)
 (5)

CONG HOA XA HOI CHU NGHIA VIET NAM • • •
Doc lap - Tu’ do - Hanh phuc

(1)
(2); Ma so ho so ..



MAU 2

thdng ....nam  , ngdy 

DON TO CAO

(1)Kinh gii'i: 

(2); ma so ho so  (3)

 (2)

Nay toi de nghi: 

15

Ho va ten: 

Bia chi: ....

Toi lam don nay to cao hanh vi vi pham phap luat cua:

(3) 
r

Toi xin cam doan nhung noi dung to cao tren la dung sir that va chin trach nhiem trudc 
/ / r

phap luat neu co tinh td cao sai.

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap-Tir do-Hanh plnic

Ngird’i to cao
(1^’ vd ghi rd ho ten)

(1) Ten co' qucin tiep nhqn to cao.

(2) Ho chtcc vii va hanh vi vi pham phap luat cua ngicdi bi to cao.

(3) Ngtfdi, co' quan co thdm quyen gidi quyet td cao xdc minh, ket ludn va xti ly ngwd'i cd hanh vi vi pham theo quy 

clinh ciia phap luat.
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thang .... nam 

(3)

('l ai lieu, chirng cu kem theo - neu co).

16

Ho va ten:
Dia chi:
Kien nghi
Noi dung kien nghi

(1) Ten co' quan, to chicc, ca nhdn co thdm quyen gidi quyet kien nghi.

(2) Ho ten ciia ngicd'i kien nghi,

- Neu Id dcii c/ien kien nghi cho co quan. to chicc thi ghi co chicc danh, ten co quan, to chicc md minh dqi dien.

- Neu Id ngicdi dicoc uy quyen kien nghi thi ghi rd theo uy quyen ciia co' quan, to chicc, cd nhdn ndo.

(3) Noi dung nay do co' quan gidi quyet kien nghi ghi.

(4) Kien nghi Ian ddu (hoqc Idn hai) ddi vdi quyet dinh, hdnh vi hdnh chinh gl, ciia ai?

(5) Noi dung kien nghi

- Ghi tom tat sic viec dan den kien nghi

- Yen can (de nghi) ciia ngicdi kien nghi (neu cd).

Ngudi kien nghi
(ley va ghi rd ho ten)

••(4)
 (5)

CONG HOA XA HOI CHU NGHIA VIET NAM • • •
Doc lap - Tir do - Hanh phuc

.......... .  

DON KIEN NGHI, PHAN ANH
Kinh giri: (1)
........................................ (2); Ma so ho so ...



MAU 4
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 (1)
(2)

Ghi chu:
(1) Ten co' quan, to chuc, don vi cap trcn true tiep (neu co).
(2) Ten co quan. to chuc, don vi xu ly don.
(3) Chu vi6t dt ten co quan, t6 chuc, don vi xu ly don.

r #

(4) Ho ten cua nguoi khieu nai.
(5) Tom tat noi dung khicu nai.
(6) Co quan co tham quyen xem xet giai quyet.
(7) Chuc danh Thu trudng co quan, don vi gui phieu hudng dan.

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Ha nil ph lie

PHIEU HUONG DAN
Kinh gui: (4)

Wz nhdn:
- Nhu tren;
- Luu: VT;... (3).

(7)
(Ky, ghi rd ho ten vd dong dan)

S6:
N/n Hudng dan gui don khieu nai

Dia chi:
Don cd noi dung: (5)
Can cu Luat Khieu nai. Nghi dinh sd 124/2020/ND-CP ngay 19 thang 10 nam 

2020 cua Chinh phu quy dinh chi ti6t mot sd dieu va bien phap thi hanh Luat Khieu nai. 
Thong tu sd 05/2021/TT-TTCP ngay 01 thang 10 nam 2021 cua Thanh tra Chinh phu 
quy dinh quy trinh xu ly don khidu nai, don td cao, don kien nghi, phan anh, thi khieu nai 
cua dng (ba) thudc th4m quyen giai quyet cua (6)
dd nghi dng (ba) gui don khidu nai ddn  (6) de duoc giai quyet theo tham 
quyen.

..., ngay ... thang.. nam ...



MAU 5

ngay... thang... ndm ...

qua den

18

 (1)
•(2)

No'i nhdn:
- Nhu Iren;
- Liru: VT; ... (4).

CONG HOA XA HOl CHU NGHIA VIET NAM • • •
Doc lap - Tir do - Hanh phiic

 (7)
(Ky, ghi I'd ho ten vci dong dciu)

Ngay ... thang ... nam (2) nhan dugc don to 
cao ghi ngay ... thang ... nam ... ciia cong dan ve (6)

Can cir quy dinh cua Luat To cao, Nghi dinh so 31/2019/ND-CP ngay 10/4/2019 
ciia Chinh phu Quy dinh chi tiet mot so dieu va bien phap to chirc thi hanh Luat To cao, 
Thong tir so 05/2021/TT-TTCP ngay 01 thang 10 nam 2021 ciia Thanh tra Chinh phu 
quy dinh quy trinh xu ly don khieu nai, don to cao, don kien nghi, phan anh, 

(2) chuyen don ciia cong dan  den 
7 r r

(5) de xem xet, giai quyet theo quy dinh ciia phap luat va thong bao ket 
 (2)

67// chu:

(1) Ten co quan, to chirc, do'n vi cap Iren true tiep (neu cd).
(2) Ten co' qnan, to chirc, do'n vi ban hanh van ban chuyen dan to cao.
(3) Chu viet tat ten co' quan, to chirc, dan vi ban hanh van ban chuyen dan.
(4) Chu viet tat ten dan vi soqn thcio van ban chuyen dan.
(5) Chirc danh ngirdi dirng ddu ca quan, to chirc, dan vi co thdm quyen giai quyet 

to cao.
(6) Tom tat noi dung to cao.

(7) Chirc vu ngirai cd thdm quyen ky van ban chuyen dan id cao.

SO: ..../...(3)-...(4)
V/v Chuyen don to cao

PHIEU CHUYEN DON TO CAO
Kinh gli’i: (5)



MAU 6

ngay... thdng... nam...

(2) nhan duac dan ghi ngay ... thang ...nam.... cua

dnh.

19

Ghi chu:
(1) Ten co' quan, to chuc, do'n vi cap tren true tiep (neu cd).
(2) Ten co' quan, to clni'c, do'n vi ban hdnh van ban chuyen don kien nghi, phdn

(3) Chib viet tat ten co' quan, to chicc, don vi ban hdnh van ban chuyen don.
(4) Chn viet tat ten don vi soqn thao van ban chuyen don.
(5) Co' quan. to chti'c, don vi co thdm quyen gidi quyet.
(6) Ho ten ngud'i hoqc ten co' quan, to chirc, don vi co kien nghi, phdn dnh.
(7) Tom tat ndi dung kien nghi, phdn dnh.
(8) Chuc vu ngird'i co thdm quyen ky van ban chuyen do'n.

 (1)
(2)

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phuc

(8)
(Ky, ghi rd ho ten vd dong ddu)

Noi nhan:
- Nhu tren;
- ....(6);
- Ltru: VT;... (4).

So: ..../....(3)- (4)
V/v Chuyen don kien nghi, phan anh

PHIEU CHUYEN DON KIEN NGHI, PHAN ANH
Kinh giri: (5)

Ngay ... thang ... nam...
(6)
Dia chi:..
Dan co noi dung: (7)

Sau khi xem xet noi dung dan, can cu Thong tu so 05/2021/TT-TTCP ngay 01 
thang 10 nam 2021 cua Thanh tra Chinh phu quy dinh quy trinh xu ly don khieu nai, don 
to cao, don kien nghi, phan anh va quy dinh cua phap luat,  (2) 
chuyen don cua (6) den (5) de diro'c xem xet, giai quyet theo quy 
dinh cua phap luat va thong bao ket qua giai quyet den (2).
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So: .... n gay... I hang... nam ...

Ngay ... thang ... nam 
cua 

9 ' • A

(5) thuoc tham quyen giai quyet cua (6)
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Ghi chii:

(1) Ten co’ quan, to chuc, cto'n vi cap tren tnrc tiep (neu cd).

(2) Ten co’ quan, to chuc, clo’n vi ban bank van ban hu’b’ng dan.

(3) C/iu’ viet tat ten co’ quan, to chute, dan vi ban hanh van ban hu’d’ng dan.

(4) Ho ten cua ngii’d’i viet do’n.

(5) Trichyeu noi dung khieu nqi. to cdo hoqc kien nghi phdn dnh.

(6) Chit’c danh tlni tnrdng co’ quan, to chii’c, do’n vi cd tham quyen gidi quyet.

(7) Chuc vu ngii’d’i cd tham quyen ky vein ban hu’d’ng dan.

■(1)

 (2)

No’i nhdn:
- Nhir tren;
- (4);
- Luu: VT; ... (3).

CONG HOA XA HOI CHU NGH1A VIET NAM 
Doc lap - Ty do - Hanh phuc

(2) nhan duoc don ghi ngay ... thang ...nam ... 
(4).

PHIEU HUONG DAN 
(Don co nhieu noi dung khac nhau)

Kinh gtri: (4)

(7)
(Ky, ghi rd ho ten va dong ddu)

,/HD- (3)

Dja chi:

Sau khi xem xet noi dung don va thong tin, tai lieu kem theo (neu co), can cu quy 
dinh cua phap luat, don cua dug (ba) thuoc tham quyen giai quyet cua cac co quan sau 
day:

1. Noi dung  

2 
> • f

Vi vay, de nghi  (4) viet tach cac noi dung don nhu da
hudng dan giii den co quan co tham quyen de duo’c giai quyet theo quy dinh cua phap 
luat.



MAU 8

 thdng  , ngdy ndm 

(2)

(5)

21

Ngudi nhan

(Ky, ghi rd ho ten, dong ddu - neu co)

Ngudi cung cap thong tin, tai lieu
(Ky, ghi rd ho ten)

 (1)
(2)

3.......................................................................................................................
Giay bien nhan thong tin. tai lieu, duoc lap thanh ... ban, giao cho ngiroi cung cap 

thong tin. tai lieu 01 ban./.

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc 

GIAY BIEN NHAN
Thong tin, tai lieu

Dia chi:
cac thong tin, tai lieu sau:
1
9 

(4)
. noi cap

Vao ... gio ... ngay ... thang ... nam ..tai:
Toi la (3) Chirc vu:
Da nhan cua ong (ba)
So CMND/Ho chieu (hoac giay to tiiy than): 

Ghi chu:
(1) Ten co' quan, to clnrc, do'n vi cap tren (neu cd).
(2) Ten co' quan, to chuc, do'n vi tiep cdng dan.
(3) Ho ten can bo nhan thong tin, tai lieu, bang chung.
(4) Ngii'd'i khieu nqi (to cdo, kien nghi, phan dnh); ngu'd'i cd lien quan den vu viec 

khieu nqi (to cdo, kien nghi, phan dnh).
(5) Ghi rd ten, so trang, tinh trqng cua thdng tin, tai lieu, bang chung (tai lieu, 

bang chung Id ban phd to hoac ban sao cdng cluing).

 , ngay cap:
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ngay... thdng... ndm ...

(4) ciia ong (ba) (6)

x r

Ngudi de xuatLanh dao don vi de xuatPhe duyet ciia ...(5)

22

67/z chii:

(1) Ten co quan, to chuc, cion vi cap tren trice tiep (neu cd).

(2) Ten co quan, to chuc, don vi xu ly don.

(3) Chu viet tat ten co1 quan, to chuc, don vixu ly don.

(4) Don khieu nqi hoqc don to cdo.

(5) Ngudi dung ddu co quan, to chuc, don vi co thdm quyen giai quyet.

(6) Ho ten ngudi khieu nqi hoqc ngudi to cdo.

(7) Trichyeu tom tat ve nqi dung don.

(8) Ngudi cd thdm quyen da giai quyet (neu cd).

■(1)

 (2)
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tir do - Hanh phiic

PHIEU DE XUAT THU LY DON (4)
Ki'nh giri: (5)

Ngay (2) nhan duoc don  

Dia chi:
Noi dung don: (7)
Vu viec da duoc (8) giai quyet ngay ...I...I.... (neu co).
Sau khi xem xet noi dung don va can ctr quy dinh cua phap luat,.... (2) de xuat (5) thu ly de 

giai quyet don cua ong (ba) (6)

S6: ..../DX-....(3)



./ , ngay ... thdng ... ndm 

/ /
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(1) Ten co' quan, to chine, do'n vi cap tren true tiep (neu cd).
(2) Ten co' quan, to chuc, dan vi tiep cong dan.
(3) Ho ten ngu'd'i khieu nqi (to cdo, kien nghi, phdn dnh).
(4) Bia diem hen tiep cong dan.

(5) Tom tat noi dung khieu nqi (to cdo, kien nghi, phdn dnh).

<(1) 
(2) 

Thu trirong co1 quan, to chiic, don vi 
(Ky, ghi rd ho ten, dong ddu)

(2)
(3)

MAU 10
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tir do - Hanh phiic

PHIEU HEN 
Thoi gian, dia diem tiep cong dan

Co1 quan, dan vi:  
Hen ong (ba):  
So CMND/Ho chieu (hoac giay lb tuy than):  
ngay cap: noi cap  
Dia chi:  
Co mat tai (4) vao hoi ngay 
Khi di de nghi ong (ba) mang theo thong tin, tai lieu, bang chirng co lien quan den noi 
dung tiep./.

S6:
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Kinh gu i: (3) 

(6)1 

(7)2 
thong bao de co quan, to chuc, ca nhan lien quan diro’c biet./.(8) Vay 

24

Noinhan:
- Nhir tren;
- Luu: VT, ho so'.

(1) Ten co quan, to chicc, don vi cap tren true liep (neu cd).
(2) Ten co quan, to chuc, don vi thong hdo ve viec thu ly gidi quyet khieu nqi.
13) Ho ten nguoi K.N/TC (hoqc ten co quan, to chicc khieu nqi).
(4) Ho ten, chicc vu ngicdi bi KN/TC.
(5) Hanh vi cita ngicdi bi KN/TC.
(6) Tom tat ket luqn ve noi dung KN/TC.
(7) Neu ket qua xie ly KN/TC.
(8) Chicc danh cua ngicdi ky thong bdo.

Nguoi dung dau co’ quan, to chirc, don vi 
(Ky, ghi rd ho ten vet dong dciit)

CONG HOA XA HOI CHU NGHIA VIET NAM 
Boc lap - Tir do - Hanh phuc

. ngety ... thcing ... ndm...

.............(1)............  

.............(2)...........
So: /TB-.

V/v: Thong bao ket qua giai 
quyet KN/TC

/ o /\ A J. X •Hieu trirong Tru’dng Dai hoc Nghe An da giai quyet KN/TC cua cong dan dot 
vdi (4) ve (5)

Ket qua nhir sau:
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 , ngdy thang ndm 

THONG BAO
Kinh giri: (3)

den A • A • ' '

(2) de khieu nai (to cao) ve viec

i

25

No'i nhan:
- Nhir tren;
-(1)... (dfib/c);
-(5) ...(dSp/h);
- Luu: VT. ho so.

Glu chu:

(1) Ten co' quan, to chuc, dan vi cap tren true tiep (neu co).
(2) Ten ca quan, to chuc, dan vi tiep cong dan.
(3) Ho ten nguai khieu nai (to cao).
(4) Tom tat noi dung khieu nai (to cao).
(5) Ten ca quan, to chuc, dan vi, cd nhdn co lien quan.

Ngay ... thang ... nam ..., ong (ba)
A A • A ' rSd CMND/Ho chieu (hoac giay to tuy than): ngay cap: 

(1)
(2)

Thu truong, co1 quan, to chuc, don vi

(Ky, ghi rd ho ten, dong dau)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tir do - Hanh phuc 

(3)
noi cap

Bia chi: 
(4)

Vu viec da duoc giai quyet dung chinh sach, phap luat, dnoc co quan nha nude cd 
tham quyen kiem tra, ra soat va thong bao tra Idi bang van ban thco dung quy dinh cua 
phap luat.

Can cd khoan 3 Dieu 9 Luat Ti£p cong dan, (2) td chdi ti£p nhan noi 
dung khieu nai (to cao) cua ong (ba) (3) va thong bao d£ ong (ba) dnoc bi£t./.

Sd: /TB-....(2)
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SO THEO DOI VA GIAI QUYET KHIEU NAI, TO CAO

I hang nam 

STT Ghi chu

6 8 91 2 4 5 7

)
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(Tinh tinigciy 1 thang 1 nam .... den ngcty 31 thdng 12 ndm 
Tong so khieu nai, to cao da nhan:  
Tong so khieu nai, to cao da giai quyet:
Tong so khieu nai, to cao dang giai quyet:

Ngay 
nhan

Ho va ten 
ngudi khieu 
nai, to cao

QUYEN SO:
M6 ngay  

Ngudi 
nhan (ghi 
rd ho ten, 

chuc 
danh)

Ngudi giai 
quyet (ghi 
rd lio ten, 

ch ti c 
danh)

Dang giai 
quyet

Tien do

Da giai 
quyet 

xong (ghi 
rd ket 
qua)

Noi dung 
khieu nai, 

td cao
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SO T1 EP CONG DAN

Hiro ng xii- ly Ghi cln'i

Ho ten - Dia chi

/ 2 3 4 5 6 1 8 9 10 12

dung.
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I
I STT
I

(7) Ghi I'd co quan. to chirc, don vi da giai quyet het thdin quyen.

(8) Ddnh dan (x) nett thuoc thcim quyen giai quyet.

(9) Ghi rd hudng dan cdng dan den co quan, to chdc. don vi ndo, so van ban hudng dan.

(10) Ghi rd ten co quan, to chuc, don vi cd thdm quyen thu ly giai quyet, so vein ban chuyen don.

(11) Ngudi tiep dan ghi chep, theo ddi qua trinh, ket qua giai quyet don cua cdng dan.

Ghi clui:

(1) So thu tu.

(2) Ngdy tiep.

(3) Ho ten, dia chi.

(4) CMND/Hq chieu cua cdng dan (neu cdng dan khdng cd CMND/CCCD/Hd chieu thi ghi cdc thong tin theo 
gidy to tiiy than)

(5) Tom tat ndi dung vu viec.

(6) Phan loqi don cua cdng dan (khieu nqi. Id cdo, kien nghi, phan dnh), so cdng dan cd don ciing nidi ndi

Ngay 
tiep

Ndi 
dung 

vu vice

Phan loai 
don/so 
ngudi I ra lai 

do n va 
hudng 

dan

Tliu ly 
de giai 
quyet

Theo 
ddi ket 
qua giai 
quyet

CMND/H6 
chieu ciia 
cdng dan

1

Chuyen 
don den co- 

quan, to 
clnic don vi 

cd tham 
quyen

Co- 
quan da 

giiii 
quyet
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