
CONG HOA xA HOI CHU NGRIA VIET NAM 
DAN Sir 	Hoc 11ap - Tir do - Hanh phtic 

QUY TRINH 
Tit') cong din trong thi hanh an din sty 

(Ban hanh kern theo Quyt clinh so 630/QD-TCTHADS ngay 26/6/2025 
ctia Tong Cyc trtrong Tong cyc Thi hanh an dan sy) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh 

1. Quy trinh nay quy dinh ve to chirc tiep cong dan; trinh tv, thu tijc tiep 
cong dan, tier) nhan don, thong tin, tai lieu, chi ng cir do ngired khieu nai, to cao, 
kien nghi, phan anh cung cap tai dia diem tiep cong dan cila co quan Thi hanh an 
dan sir (THADS) tinh, thanh ph6 (sau day g9i fat la co quan THADS tinh). 

2. Viec tiep ding dan tai Cue Quan 1ST THADS thvc hien theo Quy the 
tiep ding dan dm BO Tu.  phap. 

Dieu 2. Dtoi tuvng ip dung 

1. Thu truang, Pho Thu trtrong co quan THADS tinh. 

2. Truang Phong chuyen mon, Ph6ng THADS khu vuc thu9c co quan 
THADS tinh. 

3. Ong chirc dirge phan cong nhiem vu tiep cong dan thu9c co quan 
THADS tinh. 

4. Co quan, to chirc, ca nhan CO lien quan den cong tac tier,  cong dan. 

Dieu 3. Nguyen tic tiep cong din 

1. Viec tiep cong dan phai tuan thU theo quy dinh cua Luat Tiep cong dan 
va cac van ban huang dan thi hanh, cac quy dinh cda phap luat khac c6 lien quan 
va quy dinh tai Quy trinh nay. 

2. Viec tiep cong dan phai dirge tin hanh tai dia diem tiep cong dan; 
dam bao ding khai, khach quan, dan chil, kip tiled; thii tuc don gian, thuan tien; 
trixong hop tiep cong dan d6n to cao thi phai gift bi mat, dam bao an toan cho 
nguoi to cao theo quy dinh cua phap luat. 

3. Ton trong, WI) dieu kien thuan lgi cho cong dan thvc hien khieu nai, t6 
cao, kien nghi, phan anh theo quy dinh cua phap luat. 



2 

Chuang II 
TO CIIffC TIEP CONG DAN 

Dieu 4. Dia diem, thoi gian tiep cong dan 

1. Dia diem tiep cong dan 

a) Dia diem tiep ding dan cua ca quan THADS tinh dirge bo tri tai Try sa ca 
quan THADS tinh va tai cac Phong THADS khu vgc thuOc ca quan THADS tinh. 

b) Dia diem tiep cong dan phai dam bao ve ca so vat chat, phuang tien 
nhu: Thiet bi ghi am, ghi hinh giam sat, internet, may tinh, may in, d*1 thoai, 
ban, ghe, so sach va cac dieu kien can thiet khac phuc vu cho viec tier) cong dan. 
Dia diem tiep cong dan phai dugc niem,yet cong khai NOi quy tiep cling dan, Lich 
tiep cong dan va cac quy dinh can thiet khac de cong dan biet, thgc hien khieu 
nai, to cao, kien nghi, phan anh dfing quy dinh cua phap luat. 

2. Med gian tier) cong dan 

Viec tiep cong dan thgc hien trong giO hanh chinh vao cac ngay lam viec 
trong tuan, trir ngay Le, Tet theo quy dinh. 

Dieu 5. Tiep cong din thuirng xuyen 

1. Phong Kiem tra, giai quyet khieu nai, to cao la dan vi &au m6i, c6 trach 
nhiem giup Thit truong co quan THADS tinh to,chirc viec tiep cong dan, tiep nhan 
dan, thong tin, tai 	chimg dr do nguOi khieu nai, to cao, kien nghi, phan anh 
cung cap; phan ding cong chirc dan vi minh trgc tiep ding dan thuong xuyen tai 
dia diem tiep cong dan Try so co quan THADS tinh. 

2. Tai dia diem tiep cong dan Phong THADS khu vgc, ding chirc tiep cong 
dan thuong xuyen do Thu truong hoac Ph6 Thu tru&ng ca quan THADS tinh dugc 
ity quyen, phan ding hoac giao Truang Phong THADS khu vgc phan cong thgc 
hien. Cac Phong chuyen mon khac thuOc co quan THADS tinh c6 trach nhiem 
phi hop voi Phong THADS khu vgc, Phong Kiem tra, giai quy& khieu nai, t6 
cao tiep cong dan den khieu nai, to cao, phan anh, kien nghi lien quan den tinh 
vgc phy trach dm don vi minh. 

3. Truang phong cac don vi thuOc co quan THADS tinh c6 Udell nhiem 
ding dg tiep cling dan dinh kST, dOt xuat va thuOng xuyen theo phan cong, yeu cau 
cua lanh dao co quan THADS tinh; chi dao cong chirc chuan bi hO so, thu thap tai 
lieu va bao cao lanh dap co quan THADS tinh xem xet xir ly, giai quy6t d6i vai not 
dung khieu nai, to cao, phan anh, kien nghi cua cong dan thuOc finh vgc phg trach. 

Dieu 6. Tiep cong dan dinh 1(3T va tiep cong dan dot xuat 

1. Tiep cong dan dinh kST 
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a) Tai dia diem tiep cong dan Try so ca quan THADS tinh: Thu truOng ca 
quan THADS tinh trtrc tiep tiep cong dan dinh ky bao darn it nil& 01 ngay trong 
01 thang. 

b) Tai dia diem tiep cong dan Phong THADS khu wc: Thu tnrC'mg Ca 
quan THADS tinh phan ding, uy quyen Pho Thu tnrOng tiep cong dan dinh kSr it 
nil& 01 ngay trong 01 thang. 

Till'Ong hop ngay tier) cong dan dinh kST cua Thu trtrOng, Ph6 Thu tnrong 
ca quan THADS tinh trUng ngay nghi, ngay Le, Tet thi viec tiep cong dan &roc 
thtic hien vao ngay lam viec tiep theo. 

Tnreyng h9p ngay tiep cong dan dinh kST cua Thu trua'ng ca quan THADS 
tinh vi 1T do dOt xuat, khach quan khong the thtrc hien dugc thi Thu trua' ng ca 
quan THADS tinh phan cong, uy quyen Ph6 Thu trtrong tiep cong dan hoac lni 
lich tier) cong dan sang tiled gian khac va thong bao cho cong dan biet. 

2. Tiep cong dan dOt xuat 

Thu tnrong ca quan THADS tinh tiep cong dan dOt xuat hoac uy quyen 
Pho Thu truang tiep khi có yeu eau cap thiet trong nhfing trtrong hop: 

a) Vu viec c6 tinh chat phirc tap; 

b) Truiyng h9p neu khong kip tiled xem xet, chi dao co the phat sinh hau 
qua nghiem trong hoac anh IlirOng den hog dOng cua ca quan, an ninh, tat to an 
toan xa hOi. 

Chuang III 
TRiNH TV THVC HIEN TIEP CONG DAN 

Dieu 7. Nh*n vu, quyen 	 tiep cong dan 

1. Cong chirc &roc giao nhiem vu tiep cong dan phai dam bao trang phuc 
nganh, deo the cong chuc hoac phu hieu theo quy dinh. 

2. CO thai dO dung nwc, ton tong cong dan; yeu,cau cong dan neu re) h9 
ten, dia chi, xuat trinh giay totily than, giay quyen (neu co), có don ho4c trinh 
bay di rang not dung khieu,nai, cao, kien nghi, phan anh, cung cap thong tin, 
tai lieu can thiet cho viec tiep nhan, thu 1ST; lap Bien ban ghi nhan not dung khieu 
nai, to cao, don, tai lieu có lien quan; cung cap bier' ban cho cong dan. 

3. Tiep nhan don khieu nai, to cao, kien nghi, phan anh hoac Fang nghe, ghi 
chep day 	chinh xac not dung ma nguoi den khieu nai, to cao, kien nghi, phan 
anh trinh bay. 

4. Giai thich, htrong dan cho ngtroi den khieu nai, to cao, kien nghi, phan 
anh ve cac quyen va nghia vu theo quy dinh cua phop luat; yeu eau chap hanh chu 
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truang, duemg 1'4 chinh sach, phap luat, k6t luAn, quyect dinh giai quye't da có hieu 
hrc phap luat dm co quan có tham quyn; hu&ng dAn nguali khieu nai, to cao, kien 
nghi, phan anh d6n dung co quan hoac nguei có tham quyen xem xet, giai quyet. 

5. Giu bi mat thong tin tai lieu, bilt tich cua nguali to cao theo quy dinh cita 
phap luat. 

Dieu 8. Tir chOi tiep ding dan 

Ong chuc tiep cong dan dugc tir chi tiep cong dan khi thueic mot trong 
cac truang hop dtrgc quy dinh tai Dieu 9 Luat Tiep cong dan, nhung phai giai 
thich cho cong dan bit 1ST do tir chi va bao cao lanh dao ca quan biet. 

i voi nhang truang hgp dugc quy dinh tai khoan 1 va khoan 2 Di&I 9 
Luat Tip ding dan, cong chirc tiep cong dan phi hop voi bao ye ca quan hoac 
mot cong chirc khac trong dart vi lAp Bien ban ghi nhan su viec de lam ca so tir 
choi tiep cong dan. Truamg hop cong dan có hanh vi gay roi teat to tai nai flop 
ding dan, cong chirc tiep cong dan phoi hop voi bao ve tai nai tiep cong dan, 
Cong an xd, phtrong, dac khu tai nai tiep cong dan lap Wen ban ghi nhan su viec, 
bao cao Thu truang ca quan THADS tinh 6 nghi ca quan có thAm quy'n 

Dieu 9. Xic dinh nhan than va tinh hop phfip cua d i dien ngtriri khieu 
nai, to cao, kien nghi, phan anh 

1. Khi tiep ngued IchiL nai, cong chirc tiep cong dan yeu cau ngtrin khieu 
nai nett ro ho ten, dia chi, xuat trinh giay to tily than, giay giod thieu, giay uy quyen 
(lieu co) de xac dinh ho la ngueri to minh th‘rc hien viec khieu nai, ngued dai dien 
khieu nai, ho4c nguoi dugc fly quy'n khieu nai. 

Viec xac dinh tinh hop phap cua ngued dai dien khi6u nai, ngued dugc uy 
quyen khieu nai cu the nhu sau: 

a) Truemg hop ca quan, to eh& thgc hien khiL nai thong qua nguad dai 
dien la ngued dung dau ca quan, 0 chuc thi cong chuc tiep cong dan yeu cau 
nguad dai dien xuat trinh giay gai thieu, giay to tuy than cita ngued dugc dai diem 

Truemg hop ngued ngued dirng dAu ca quan, to chirc fly quy'n cho nothi 
khac de thvc,hien viec,khieu nai thi cong chile tiep cong dan de nghi nothi,dugc 
uy quyen xuat trinh giay quyen, giay to thy than dm nguad dugc fly quyen. 

b) Trueng hop nguari,khiL nai us, quysn cho ngued dai dien, nguali dugc fly 
quyen khac cong chuc tiep cong dan yeu cau xuat trinh giay 0 chung minh viec 
dai dien, uy quy'ri hop phap cua ngued khieu nai ho4c gi'Ay to khac có lien quan. 

c) Truemg hop ngued khiL nai uy quy'en cho luAt su holac trg giap vien 
phap V/ thvc hien viec khieu nai thi cong chUc tiep cong dan yeu cau luAt su ho4c 
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trg giiip vien phap VT xuat trinh the lu'at su, the trg gifip vien phap VT va gidy ay 

quyen khieu nai. 

2. Khi tiep ngithi to cal:), ding chirc tiep ding dan you cau ngueri to cao neu 
r6 h9 ten, dia chi, xuat trinh giay to tuy than; ding chirc tiep ding dan kiem tra 
tinh hgp 1O dm giAy to do. 

, 	3. Khi tiep ding dan den kien nghi, phan anh, ding chUc tiep ding dan yeu 
cau ding dan neu 1'6 hp ten, dia chi, xuat trinh giay to thy than, giay giai thieu, 
giAy fly quyen (lieu co). 

Dieu 10. Tiep WO, xii 1ST not dung tiep cong din 

Cong chUc tiep ding dan c6 trach nhiem ph6 bien not quy tiep ding dan, 
trach nhiem dia nguoi tiep cong dan; quyen, nghia vu dia ding dan den khieu nai, 
to cao, kien nghi, phan anti; de nghi cong dan trinh bay r6" rang not dung khieu 
nai, to cao, kiL nghi, phan anh; Fang nghe, ghi chop, phan loci not dung theo tham 
quyen, xac dinh cac diet' kien thy 1ST giai quyet dOi vai timg truong hop nhu sau: 

1. Truemg hgp khieu nai 

a) D6i vai not dung khieu nai khong thu9c thAm quyen thi ,cong chirc tiep 
cong dan giai thich, huang clan cong dan den cc quan c6 tham quyen de dugc xem 
xet, giai quyet. 

b) D6i vai not dung khieu nai thu9c tham ,quyen, neu dudieu kien c6 the 

thy VT thi cong chirc tiep cong dan nh4n va 14 giay bier' nh4n. 

Truemg hpp cong dan khieu nai not dung thu9c tham quyen nhung not dung 
don chua rei rang, day du thi cong eh& tiep ding dan de nghi ngued den khieu nai 
trinh bay 1)6 sung ho4c boo sung tai lieu, chUng cir. 

Truing hpp cong dan den khieu nai nhung khong c6 don thi cong chirc tiep 
cong dan huang dan, yeu cau ding dan viet don khieu nai theo quy dinh. Neu 
ngueri khieu nai khong c6 kha rang viet don thi ding chirc tie', ding dan ghi chop 
not dung ngued khieu nai trinh bay, dpc cho cong dan nghe va yeu cau cong dan 
14 ten hoc diem chi. 

Truemg hop khieu nai thu9c,thAm quyen giai quyet nhung don c6 nhieu 
ngued ding 14 ten thi cong chirc tiep cong dan yeu cau nhfing ngueri c6 mat 14p 
van ban cir nguoi dai dien khieu nai. 

, Truong hpp don khieu nai c6 mot phan not dung thu9c tham quyen giai 
quyet thi ding chirc tiep ding dan huang dan cong dan viet lai don ve nhimg nOi 
dung thu9c tham quyen; nhung not dung khong thu9c tham quyen thi huarrig dan 
ding dan giri den co quan c6 tham quyen de dugc xem xet, giai quyet. 
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c) Truong hop don thu6c thdm quyen nhung khong du dieu kien thi 15,  theo 
quy dinh thi cong chic tiep cong dan giai thich, hu6ng dAn de nguiYi khieu nai 
biet va b6 sung nhang thti tpc can thiet de thvc hien viec khieu nai. 

d) Truong hop vv viec khieu nai da,dugc giai guy& dUng chinh sach, phap 
luat, duoc co quan nha nu6c c6 tham quyen kiem tra, thong bao bang van ban va 
da dugc tiep, giai thich, huOng dan nhung cong dan van co tinh khieu nai thi cong 
chdc tiep cong dan bao cao Lanh dao Phong, Lath dao co quan THADS tinh xem 
xet ra thong bao tir ch6i tiep cong dan theo quy dinh. 

d) Truiyng hop cong dan den not tier) cong dan de nghi cung cap thong tin 
ket qua giai quyet khieu nai, cong chirc tiep cong dan kiem tra, tra 16i tien d6 hoac 
ket qua giai quyet cho cong dan ngay trong bu6i tiep cong dan. 

2. TruOng hop to cao 

a) Truong hop cong dan den t6 cao trvc tiep nhung khong c6 don thi ding 
chirc tier) cong dan hung dan, yeti cau cong dan viet don theo quy dinh hoac lap 
bien ban ghi lai 16i to cao, yeu cau cong dan 1c3'T ten hoac diem chi; truong hop n6i 
dung trinh bay chua ro rang, day du thi cong chirc tiep cong dan de nghi nguari 
den to cao trinh bay bo sung hoac bo sung tai lieu, chi ng cir. 

TruOng hop don t6 cao c6 n6i dung thu6c tham quyen giai guy& nhung don 
c6 nhieu nguoi ding k5/ ten thi cong chirc tiep cong dan yeu cau nhung ngubi c6 
mat lap van ban cu nguoi dai dien to cao. 

b) Truong hop,  cong dan den t6 cao thu6c cac truong hop khong dieu 
kien thi ding chic tiep cong dan khong tiep nhan don, h6 so, tai lieu, dong died 
giai thich cho ngued t6 cao biet; truong hop can thiet khac, thvc hien thil tvc ra 
thong bao tir ch6i tiep cong dan. 

3. TruOng hop phan anh, kien nghi 

a) Truong hop kien nghi, phan anh khong thu6c thdrn quyen giai quyet thi 
cong chUc tiep ding dan huang &An ding dan gin den co quan c6 tham quyen de 
duot xem xet, giai quyet. 

b) Truong hop kien nghi, phan anh thu6c tham quyen giai guy& thi cong 
chirc tier) cong dan tiep nhan thong tin va lap gidy bien nhan. 

Dieu 11. Xir 1ST truing hcfp do'n tiep nh4n co nhieu not dung 

1. Truong hop don c6 nhieu n6i dung khac nhau, g6m ca khieu nai, t6 cao 
hoac kien nghi, phan anh thi cong chirc tiep cong dan hung clan cong dan viet 
thanh don rieng va thvc hien quyen khieu nai, to cao, kien nghi, phan anh theo 
quy dinh cua phap luat. 
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2. Throng hop khieu nai, to cao, kien nghi, phan anh 	cong dan có not 
dung to giac pham thi cong chirc tiep cong dan huong an ding dan viec don 
rieng ve to giac toi pham, giri den co quan có tham quyen giai quyet to giac, tin 
bao ve toi pham theo quy dinh phap luat. 

Dieu 12. Lap Wen nhan 	tai lieu 

Trong qua trinh thgc hien tiep cong dan, neu cong dan cung cap 116 so tai 
lieu thi cong chirc tiep cong dan phai lap giay Wen nhan trong do ghi ro timg loai 
thong tin, tai lieu, bang chimg, tinh tang thong tin tai lieu, bang chimg va xac 
nhdn ctia ngued cung cap. Giay bien nhan dugc lap thanh 03 ban, 01 ban giao cong 
dan, 01 ban luu vao h6 so, 01 ban luu can 130 tiep cong dan. 

TruOng hop cong dan chua cung cap day du h,15 so, tai lieu theo quy dinh 
thi ding chirc tiep cong dan lap phieu hen de nghi cong dan cung cap 116 sung. 

Dieu 13. Ghi so tiep cong dan 

Trong qua trinh dux hien tiep cong dan, cong chirc tiep cong dan phai ghi 
day du cac not dung, y kien da trao doi, nhang viec da xir 13'f, giai quyet theo cac 
cot, nwc tai so tiep ding an. 

Dieu 14. Chuyen giao bien ban tiep cong dan, don tiep nhan den b(i 
phan van um 

Ngay trong ngay tiep cong dan, tiep nhdn don khieu nai, to cao, kien nghi, 
phan anh cua cong dan, cong chirc tiep cong dan phai vao So, chuyen giao bien 
ban tiep cong dan, don khieu nai, to cao, kien nghi, phan anh va cac tai lieu lien 
quan kern theo da tiep nhan cho Van phong co quan THADS tinh. Viec chuyen 
giao dugc thvc hien thong qua cac hinh dirk sau: 

a) Tai co quan THADS tinh: COng chirc tiep cong dan chuyen giao trvc tiep 
chobO phdn Van thu co quan THADS tinh. 

b) Tai Phong THADS khu vvc: Van thu Phong THADS khu vvc hoc cOng 
chIrc dugc giao nhiem vu tie') cong dan thvc hien scan bien ban tiep ding dan, 
don khieu nai, to cao, kien nghi, phan anh va cac tai lieu lien quan da tiep nhdn; 
Bang nhap He th6ng quan 4/ van ban dieu hanh, cap nhdp du lieu thong tin, dinh 
kern cac tai lieu scan va gui qua trrric lien thong de Van Thu co quan THADS tinh 
trinh Lanh dao Van phong xem xet, phan loai xir4/. D6ng th6i, trong tired han 05 
ngay,lam viec, Van thu Ph6ng THADS khu vvc hoc cong chirc dugc giao nhiem 
vu tiep cong dan khu vuc phai giri bien ban tiep cOng dan, don thu, tai lieu (ban 
chinh) da tier) nhan ve Van phong co quan THADS tinh. 
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2. Trugng hgp tip ding dan hoc don tip nhan vao cu6i gig lam vi6c trong 
ngay thi vi6c thuc hi6n quy dinh tai khoan 1, 2 Di6u nay thuc hi6n vao &au gig 
sang ngay lam vi6c ke ti6p. 

Chtrcrng IV 
TO CHITC THIIC HIEN 

Dieu 15. Hi0 lyc thi hanh 

Quy trinh nay c6 hi6u luc thi hanh k6 tir ngay 01/7/2025. 

Dieu 16. Trach nhiOt to chIrc thyc hien 

1. Cue Quan ly THADS, Co quan THADS tinh, thanh ph6 true thuc Trung 
uong chiu trach nhi6m to chirc thi hanh Quy trinh nay. 

2. Ban Ki6m tra, giai guy& khiecu nai, to cao c6 trach nhi6m tham muu, gitlp 
Cuc tnrang Cuc Quan ly THADS hugng dan, ki6m tra vi6c thuc hi6n Quy trinh nay. 

3. Qua trinh dux hi6n, truong hop c6 vuang mac ho4c c6 cac van de mai 
phat sinh, de nghi cac co quan, to chCrc, don vi va ca nhan kip thgi phan anh ve 
Cuc Quan ly THADS (qua Ban Kiem tra, giai quy6t khieu nai, to cao) d6 tong 
hgp, nghien ciru sira d6i, b6 sung cho phu hqp./. 
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