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1. MUC PiCH

Quy dinh thong nhat trinh tu, thi tuc tiép cong dan ctia Cang vu Hang hai
Quang Ninh.

2. PHAM VI AP DUNG

Quy trinh nay ap dung cho cac cong chirc, vién chirc cia Cang vu Hang
hai Quang Ninh.

3.CO SO PHAP LY VA TAI LIEU THAM KHAO

- Luat Tiép cong dan s6 42/2013/QH13 ngay 25/11/2013;

- Nghi dinh 64/2014/ND-CP cua Chinh phu ngay 26/6/2014 quy dinh chi

ti€t thi hanh mdt s6 di€u cua Luat tiép cong dan;

- Thong tu s6 07/2013/TT-TTCP cua Tong Thanh tra Chinh phu ngay
31/10/2013 quy dinh Quy trinh giai quyet khicu nai hanh chinh;

- Thong tu s6 06/2014/TT-TTCP cua Tong Thanh tra Chinh phu ngay
31/10/2014 quy dinh Quy trinh ti€p cong dan;

- Thong tu s0 39/2014/TT-BGTVT ngay 12/09/2014 cua B) truéng Bo
Giao thong van tai quy dinh cong tac ti€p cong dan, giai quyet khiu nai, giai
quyét to cao cua B Giao thong van tai;

- Théng tu s6 07/2014/TT-TTCP cua Tong Thanh tra Chinh phu ngay

31/10/2014 quy dinh Quy trinh xtr Iy don khiéu nai, don t6 cdo, don kién nghi,
phan anh;

- Thong tu s6 31/2016{TT-BGTVT ngay 31/10/2016 cua Bo truong Bo
Giao thong van tai quy dinh vé t6 chtic, hoat dong cua Cang vu Hang hai;

- Quyét dinh s6 655/QD-CVHHQN ngay 24/10/2017 ctia Giam doc Céng
vu Hang hai Quang Ninh ban hanh chuc nang, nhiém vu va quyén han cua cac
bd phan chuyén moén nghiép vu, dai dién, tram thudc Cang vu Hang hai Quang
Ninh.

4. PINH NGHIA/VIET TAT

4.1 Dinh nghia

- Cﬁr)g dan: La c4 nhan hodc nguoi dai dién cho co quan, td chirc dén
khiéu nai, t0 céo, kién nghi, phan anh.

- T1ep Cong dan: La viéc co quan, t6 chirc, don vi, ca nhan theo quy dinh
don tiép dé ling nghe, tiép nhan thong tin c6 nodi dung khiéu nai, to céo, kién
nghi, phan anh cua cong dan; giai thich, huéng dan cho cong dan vé viéc thuc
hién cac thu tuc, trinh ty cua viéc khi€u nai, t0 cdo, kién nghi, phan anh theo
ding quy dinh cua phap luat.
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- Nguoi tiép cong dan: La cong chirc, vién chic cua Cang vu Hang hai
Quang Ninh dugc giao nhiém vu tiép cong dan.

- Nguoi thu 1y giai quyét: La cong chirc, vién chic ciia Cang vu Hang hai
Quang Ninh duoc giao nhi¢m vu thu ly gidi quyét cac ndi dung khicu nai, to cdo,
kién nghi, phan anh cta cong dan.

4.2 Chir viét tat: Khong ap dung.

5.NOI DUNG
5.1 Luu do
ABu’O’?A TriCh Cac budc thue hién Biéu ma, Tai licu
cong viéc nhiém j j lién quan
BM.TTr.01-Mau s6 01
Buse | | Newdi tiép BM.TTr.01-Mau s6 02
cong dan Don tiép cong dan BM.TTr.01-Méu s6 03
BM.TTr.01-Mau s6 04
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. Nguoi tiép khiéu nai, t& céo, kién BM.TTr.01-Mau s6 05
Buéc 2 2 A L Y
céng dan nghi, phan 4nh va tiép
nhan thong tin, tai liéu
BM.TTr.01-Mau s6 06
BM.TTr.01-Mau s6 07
, Gidm doc, Phan loai, xir Iy BM.TTr.01-Mau s6 08
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Thanh tra

5.2 Dién giai lru do

Buwéc 1. Pén tiép cong dan
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1.1. X4c minh nhan thin cia nguoi dén khiéu nai, t6 cdo, kién nghi,
phéan anh; giir bi mit, bao vé nguoi to cao

Khi don tiép cong dan, nguoi tlep cong dan phai phan dinh rd muyc dich
(khiéu nai, t6 cdo, kién nghi, phan anh) dé lam cin cr x4c minh nhan than:

a) Poi véi truong hop khiéu nai

- Nguoi tiép cong dan yéu cau nguoi khleu nai néu r6 ho tén, dia chi hodc
xudt trinh gidy to tiy than, gidy gidi thiéu, gidy uy quyén (néu co) dé xac dinh
ho 1a ngudi ty minh thyc hién viée khiéu nai hay 1a ngudi dai dién khiéu nai hay
1a nguoi duoc uy quyén khiéu nai.

Vi¢c xac dinh tinh hop phap cua nguoi dai dién, nguoi duge uy quyén
thuc hién theo quy dinh tai cac Diéu 6, 7 va 8 ctia Thong tu sb 06/2014/TT-
TTCP.

b) Poi véi trieong hop t6 cdo:

- Nguoi tiép cong dan yéu cau nguoi td céo néu 16 ho ten, dia chi hodc
xudt trinh gidy to tiiy than va kiém tra tinh hop 1é cua gidy to do.

- Trong qua trinh tiép nguoi t6 céo, ngudi tiép cong dan phai gitr bi mat
ho tén, dia chi, but tich nguoi t6 cdo trir khi nguoi to cao dong y cong khai;
khong duoc tiét 16 nhtrng thong tin ¢ hai cho nguoi t6 cao; néu thiy can thlet
hodc khi ngudi t6 cao yéu cau thi nguoi tlep cong dan huong dan nguoi td cao
viét yéu cau bao v¢ theo mau BM.TTr.01-Mau sb 02, dong thoi ap dung nhiing
bién phap can thiét hoac kién nghi ap dung nhiing bién phap can thiét dé bao vé
nguoi t6 cdo, ngudi than thich ctia ngudi to céo.

¢) Déi véi truong hop kién nghi, phdn danh:

Nguoi tiép cong dan yéu cau cong dan néu r6 ho tén, dia chi hodc Xudt
trinh gidy to tuy than, gidy gi6i thiéu, gidy Gy quyén (néu co).

1.2. Tiép cdng dan; tir choi tiép cong dan dén khiéu nai, kién nghi,
phan anh

a) Doi véi truong hop khiéu nai

- Nguoi tiép cong dan tién hanh viée tiép cong dan hodc nguoi dugc uy
quyeén, nguoi dai dién theo quy dinh cua phap luat cho ca nhan, co quan, to chirc
khi nguoi d6 khong vi pham cac quy dinh sau: (Piéu 9 Ludt Tiep cong dan)

+ Nguoi trong tinh trang say do dung chat kich thich, ngudi mic bénh tim
than hoac mét bénh khac lam mat kha nang nhan thtrc hoac kha nang diéu khién
hanh vi ctia minh;
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+ Nguoi c6 hanh vi de doa, xtic pham co quan, td chure, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vy hodc ¢6 hanh vi khac vi pham ndi quy noi tiép
cong dan;

+ Nguoi khiéu nai, t6 céo vé vu viéc da giai quyét ding chinh sach, phap
luat, dugc co quan nha nudce co tham quyen kiém tra, ra soat, thong bao bang
van ban va da duoc tiép, giai thich, hudng dan nhung van cb tinh khiéu nai, t6
cao kéo dai;

+ Nhiing truong hop khac theo quy dinh cua phép luat.

Sau khi tiép cong dan, nguoi tiép cong dan yéu cau cong dan ky xac nhan
vao SO tiep cong dan theo mau BM.TTr.01-Mau s6 01.

- Truong hop cong dan dé nghi gap Giam doc Cang vu Hang hai Quang
Ninh dé khiéu nai nhiing nodi dung thudc tham quyén thi nguoi tiép cong dan ghi
lai noi dung khiéu nai, déng thoi1 bdo cdo vl Gidm déc xem Xét, quyét dinh.
Néu Giam ddc dong ¥ va thong nhét duoc thot gian tiép thi nguoi tiép cong dan
ghi Phiéu hen ngay, gio, dia diém tiép cho nguoi khiéu nai theo mau
BM.TTr.01-Mau s6 03; dong thoi ¢6 trach nhiém chuin bi hd so, tai liéu lién
quan dén vu viéc dé phuc vu viéc tiép cong dan ctia Giam ddc.

- Truong hop cong dan khong co gidy uy quyén hop 1¢ hodc viée uy quyén
khong theo dung quy dinh tai diém a, b khoan 1 Piéu 12 Luat Khiéu nai thi
nguoi tiép cong dan khong tiép nhan hd so vu viéc nhung phai giai thich 16 1y
do, huéng dan cong dan, ngudi duge ty quyén lam cac thi tuc can thiét dé thuc
hién viéc khiéu nai theo diing quy dinh.

- Truong hop cong dan hodc ngudi duge uy quyén, ngudi dai dién theo
quy dinh cua phép ludt cta ca nhan, co quan, to chtrc ¢6 hanh vi vi pham quy
dinh tai Piéu 9 Luat Tiép cong dan thi nguoi tiép cong dan dugc quyén tu chdi
viéc tiép nhung phai giai thich cho cong dan duoc biét 1y do tir chéi tiép.

Déi v6i nhitng vu viée khiéu nai da dugc giai quyét dting chinh sach, phap
luat, dugc co quan nha nude co tham quyen kiém tra, ra soat, thong bao bang
van ban va da duoc tlep, giai thich, huéng dan nhung cong dan van c6 tinh khleu
nai keo dai thi ngudi tiép cong dan ra Thong bao tir chdi tiép cong dan theo miu
BM.TTr.01-Mau s6 04.

¢) Poi vdi trwong hop kién nghi, phan dnh

- Truong hop coéng dan hoic nguoi duoc Gy quyén, nguoi dai dién theo
quy dinh cua phap luét cho ca nhén, co quan, t6 chire khong vi pham quy dinh
Piéu 9 Luat Tiép cong dan thi nguoi tlep cong dan tién hanh viéc tiép cong dan
va yéu cau cong dan ky xac nhan vao S6 tiép cong dan theo Mau BM.TTr.01-
Mau s6 01.
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- Truong hop cong dan hodc ngudi duoc uy quyen nguoi dai di¢n theo
quy dinh cua phap luat cho ca nhén, co quan, t6 chue vi pham quy dinh Piéu 9
Luat Tiép cong dan thi nguoi tlep cong dan duoc quyén tir chdi tiép nhung phai
giai thich cho cong dan dugc biét 1y do tir chdi tiép.

Bug¢c 2. Nghe, ghi chép ndi dung khiéu nai, t6 cdo, kién nghi, phan
anh va tiép nhan thong tin, tai li¢u

2.1. Nghe, ghi chép ndi dung khiéu nai, té cdo, kién nghi, phan anh

a) Doi véi truong hop khiéu nai:

- Khi nguoi khleu nai co don trinh bay néi dung r6 rang, day da @ thi
nguoi tiép cong dan can xac dinh noi dung vu viéce, yéu cau cta ngudi khiéu nai
dé xir Iy cho phu hop.

Néu ndi dung don khi€u nai khong ro rang, chua day du thi nguoi tiép
cong dan dé nghi nguoi khiéu nai viét lai don hoac viét bo sung vao don nhiing
nodi dung chua rd, con thicu.

- Truong hop khong c¢6 don khiéu nai thi ngudi tiép cong dan huéng dan
ngudi khiéu nai viét don khiéu nai theo cac ndi dung quy dinh.

- Néu cong dan trinh bay truc tiép thi nguoi tiép cong dan ghi chép day
du, trung thuc, chinh x4c ndi dung khiéu nai do cong dan trinh bay; nd1 dung
nao chua rd thi dé nghi ngudi khiéu nai trinh bay thém, sau d6 doc lai cho ngudi
khiéu nai nghe va dé nghi nguoi khiéu nai ky tén hodc diém chi xac nhan vao
van ban.

- Truong hop nhiéu ngudi khiéu nai vé ciing mot ndi dung thi nguoi tiép
cong dan hudng dan nguoi khi€u nai cir nguoi dai dién dé€ trinh bay ndi dung
khi€u nai, nguoi tiép cong dan ghi lai ngi dung khi€u nai bang van ban.

- Truong hop don khiéu nai c6 ndi dung té c4o hoic kién nghi, phan anh
thi nguoi tiép cong dan huong dan cong dan Vlet thanh don khiéu nai riéng dé
thue hién viéc khiéu nai voi co quan c6 tham quyén theo quy dinh cta phap luat.

b) Déi véi trieong hop 16 cdo:

- Khi nguoi t6 cao co don trinh bay noi dung 10 rang, day du @ thi nguoi
tiép cong dan can xac dinh ndi dung vu viée, yéu cau cta ngudi tb cao dé xu 1y
cho phu hop.

@ Ngay, thang, nam khiéu nai; tén, dia chi ciia nguoi khiéu nai; tén, dia chi cia co quan, t6
chire, cd nhan bi khiéu nai; ngi dung, ly do khiéu nai, tai liéu lién quan dén néi dung khiéu
nai va yéu cau gidi quyét ciia ngieoi khiéu nai. Pon khiéu nai do nguoi khiéu nai ky tén hodc
diém chi.

@ Ngay, thang, nam té cdo; ho tén, dia chi cua nguoi 16 cdo, cach thikc lién hé voi nguoi té
cdao; hanh vi vi pham phap ludt bi 16 cdo; nguoi bi 16 cdo va cdc théng tin khéc cé lién quan.
Pon 16 cdo do ngieoi té cdo ky tén hodc diém chi.
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Truong hop nhiéu nguoi cling té cao vé cing mot ndi dung thi trong don
t6 c4o con phai ghi rd ho tén, dia chi, cach thuc lién hé vdi timg ngudi td cao; ho
tén ctia ngudi dai dién cho nhimg ngudi to cdo.

- Truong hop khong c6 don t6 cao thi nguoi tiép cong dan hudng dan
nguoi t6 cao viét don t6 cdo hodc ghi lai noi dung t6 cdo bang vin ban va yeu
cau nguoi t6 cdo ky tén hodc diém chi xac nhan vao vin ban, trong d6 ghi rd noi
dung theo quy dinh.

Truong hop nhiu ngudi cung td cédo vé ciing mot ndi dung thi ngudi tiép
nhan hudng dan ngudi td céo ctr dai dién viét don td céo hodc ghi lai nd1 dung td
c40 bang vin ban va yéu cau nhimg ngudi té cao ky tén hodc diém chi xac nhan
vao vian ban.

- Truong hop don t6 cao ¢ nodi dung khiéu nai hoac kién nghi, phan anh
thi nguoi tlep cong dan huong dan cong dan viét thanh don t6 cdo riéng dé thuc
hién viéc t6 cdo dén co quan, td chirc, don vi c6 thAm quyén theo quy dinh cta
phép luat.

¢) Poi véi trwong hop kién nghi, phan dnh:

- Khi ngui kién nghi, phan anh c6 don trinh bay 16 rang, day da noi dung
k1en nghi, phan anh thi nguoi tiép cong dan can xac dinh nodi dung vu viéc, yéu
cau ciia ngudi dén kién nghi, phan anh dé xir Iy cho phu hop.

Néu ndi dung don kién nghi, phan anh khong rd rang, chua day du thi
nguoi tiep cong dan dé nghi nguoi kién nghi, phan anh viét lai don hoac viét bo
sung vao don nhirng ndi dung chua rd, con thiéu.

- Truong hop ngudi dén kién nghi, phan anh khong c6 don thi nguoi tiép
cong dan hudng dan nguoi dén kién nghi, phan anh viét don trong d6 néu ro cac
ndi dung kién nghi, phan anh. Néu cong déan trinh bay truc tiép thi nguoi tiép
cong dan ghi chép day du, trung thuc, chinh xac nodi dung kién nghi, phan anh do
cong dan trinh bay; ndi dung nao chua rd thi dé nghi cong dan trinh bay thém,
sau d6 doc lai cho cong dan nghe va dé nghi cong dan ky tén hodc diém chi xac
nhan vao van ban.

- Truong hop nhiéu ngudi dén kién nghi, phan anh vé mot ndi dung hodc
don kién nghi, phan anh co6 chir ky cua nhiéu nguoi thi ngudi tiép cong dan
huéng din ngudi dén klen nghi, phan anh cu dai dién dé trinh bay noi dung kién
nghi, phan anh hogc viét lai don kién nghl phan anh. Néu cong dan trinh bay
tryc tiép thi nguoi tiép cong dan ghi lai ndi dung kién nghi, phan 4nh bang vin
ban.

- Truong hop don kién nghi, phan anh c6 ndi dung td cao hodc khiéu nai
thi nguoi tiép cong dan hudng dan cong dan viét thanh don kién nghi, phan anh
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riéng dé thuc hién kién nghi, phan anh véi co quan, to chic, don vi c6 thim
quyén theo quy dinh cua phap luét.

2.2. Tiép nhan thong tin, tai li¢u, bang chimg
a) Poi véi truong hop khiéu nai:

- Khi nguoi khiéu nai cung cap cac thong tin, tai liéu, bang chung c6 lién
quan dén khiéu nai nhu: quyét dinh hanh chinh bj khiéu nai, quyét dinh giai
quyét khleu nai (néu c9), cac thong tin, tai lidu, bang chimg khac c6 lién quan thi
ngudi tiép cong dan phai kiém tra tinh hop 1& cia cac thong tin, tai liéu, bing
ching do.

- Trong trudong hop khiéu nai thudc tham quyén giai quyét ciia Giam doc
Cang vu Hang hai Quang Ninh, sau khi d6i chiéu thong tin, tai liGu, bang ching
do nguoi khiéu nai cung cap, nguoi tiép cong dan phai viét “Gidy bién nhan”
theo mau BM.TTr.01-Mau s 05. Gidy bién nhan duoc 1ap thanh 02 béan, ghi lai
tén cac thong tin, tai liéu, bang chimg da nhan, tinh trang thong tin, tai liu, bang
chtng (chi nhan ban pho t6 hoic ban sao cong chimg) va dé nghi nguoi khiéu
nai ky vao “Gidy bién nhan”, giao 01 ban cho nguoi khiéu nai, 01 ban chuyén
cho b phan thu ly cung cac thong tin, tai li€u, bang chirng da nhan.

b) Péi véi truong hop t6 cdo:

Khi tiép nhan thong tin, tai liéu, bang ching do nguoi td cao cung cap thi
nguoi tiép cong dan phai lam “Gidy bién nhan” theo mau BM.TTr.01-Mau s
05, trong d6 ghi 10 ting loai thong tin, tai li¢u, bang chung, tinh trang thong tin,
tai liéu, bang ching, xac nhan cia nguoi cung cap. Gidy bién nhan dugc 1ap
thanh 03 ban, 01 ban giao cho nguoi t6 cdo, 01 ban luu vao hd so, 01 ban can bo
tiép cong dan luu.

¢) Déi véi truong hop kién nghi, phan danh:

- Khi ngudi kién nghi, phan anh cung cap cac thong tin, tai liéu, bang
chirng c6 lién quan thi nguoi tiép cong dan phai ki€ém tra tinh hop 1€ cua cac tai
ligu, bang chiig do.

- Trong trudng hop kién nghi, phan anh thudc thim quyen giai quyét cua
ciia Giam dbc Cang vu Hang hai Quang Ninh, sau khi d01 chiéu thong tin, tai
lidu, bang ching do nguoi kién nghi, phan anh cung cap, ngudi tlep cong dan
phai tién hanh tiép nhan thong tin, tai liéu, bang chtng do nguoi kién nghi, phan
anh cung pap. Viéc tlep nhan duoc thyc hién nhu truong hop t1ep nhén thong tin,
tai liéu, bang chung khiéu nai.

Budce 3. Phan loai, xir ly

3.1. Phan loai
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Ngu:0’1 tiép cong dan sau khi don tlep cong dan, nghe, ghi chép ndi dung
khiéu nai, t6 céo, kién ngh1 phan anh va tiép nhan day du thong tin, tai liéu phai
phan loai don khiéu nai, td cdo, kién nghi, phan anh nhu sau:

a) Phan loai theo diéu kién thu ly, bao gom.

- Pon du diéu kién thu 1y theo quy dinh ctia phap luat c6 lién quan;

- Pon khong du diéu kién thy 1y theo quy dinh cua phap luat ¢6 lién quan.
b) Phdn loai theo tham quyén gidi quyét, bao gom:

- Pon thudc thim quyén giai quyét cia Giam déc Cang vu Hang hai
Quang Ninh;

- Pon khong thudc tham quyén giai quyét ciia Giam doc Cang vu Hang
hai Quang Ninh.

3.2. Xir Iy

- Sau khi thyc hién phan loai don thu, nghién ctru day du céc tai liéu, tinh
tiét, nguoi tiép cong dan bdo cio Giam dbc Cang vy Hang hai Quang Ninh ket
qua xir 1y, trong d6 néu rd diéu kién thu ly, tharn quyén thu 1y, dé xuat giai quyét
kém theo cac tai liéu lién quan. Phiéu d& xuat thu 1y don dugc thuc hién theo
mau BM.TTr.01-Mau sé 06.

Néu don thu duoc dé& xuat khong thu 1y giai quyét (khong thudce thAm
quyén ctia Giam ddc Cang vu Hang hai Quang Ninh), nguoi t1ep cong dan phai
huéng dan bang vin ban theo mau BM.TTr.01-Mau sé 07 (ddi véi don thu
khiéu nai), BM.TTr.01-Mau s6 08 (d6i v6i don thu t6 cdo) va guri truc tiép cho
cong dan.

- Can ctr bao cao két qua xtr Iy don thu cia nguoi tiép cong dan, Giam
doc Cang vu Hang hai Quang Ninh phan cong to chtrc, ca nhan thu 1y giai quyét
don thu (khi€u nai, t0 cdo, kién nghi, phan anh).

- Nguoi tiép cong dan ban giao don thu cliing céc tai liéu kém theo cho to
chtic, ca nhan duge Giam déc Cang vu Hang hai Quang Ninh phan cong thu 1y
giai quyét. Viéc ban giao phai dugc 1ap thanh bién ban.

- Trong thoi han 10 (muoi) ngay lam viée ké tir ngay tiép nhan nodi dung
khiéu nai, t6 cdo, kién nghi, phan anh, ngudi tiép céng dan cé trach nhiém soan
thao, trinh lanh dao Cang vu Hang hai Quang Ninh ky Thong bao viéc thu ly
giai quyét don thu voi mot trong cac ndi dung phu hop theo quy dinh tai khoan 1
Piéu 28 Luat Tlep cong dan va giri dén cong dan (tru truong hop don thu khong
thu 1y giai quyét va da dugc huéng dan bang vin ban). D6i véi Thong bao vé
viéc thy Iy/khong thu 1y giai quyét khiéu nai thuc hién theo Mau s6 03/ Mau sb
04 ban hanh kém theo Nghi dinh sd 124/2020/ND-CP ngay 19/10/2020 cua
Chinh phu.
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Truong hop don thu chuyén dén co quan, to chic, don vi, c4 nhan co
tham quyén dé giai quyét thi nguoi tiép cong dan phai thyc hién thu tuc chuyén
don thu cung tai liéu lién quan (néu co) den co quan, to chire, don vi, ca nhan

d6. Phiéu chuyén don thu thuc hién theo mau BM.TTr.01-Mau s6 09.

- Nguoi tiép cong dan theo doi, don dbc viec giai quyét don thu cua to
chire, ca nhan dugc Giam doc Cang vu Hang hai Quang Ninh phan cong thu 1y.
Viéc don doc thuc hién bang van ban, theo mau BM.TTr.01-Mau so6 10.

- Qua trinh va két qua theo doi, don dbc giai quyét don thu phai dugc
nguoi tiép cong dan ghi chép day du vao S6 theo déi don thu theo BM.TTr.01-
Mau s6 11.

Buéce 4. Luu triv ho so

T chtrc luu gitt hod so vé cong tac tiép cong dan di duoc xu 1y theo quy
dinh cta phap luat vé van thu luu trir.

6. BIEU MAU
STT Tén biéu miu M3 hiéu

1 |S6 tiép cong dan BM.TTr.01-Mau s6 01

2 Dgn yeﬁu cau l?e.lokve,ngu’m t0 cdo va nguoi than BM.TTr.01-Mau sé 02
thich cua nguoi té céo
Phiéu hen thoi gian, dia diém tiép cong dan BM.TTr.01-M3u s6 03
Thong bao vé viéc tir chdi tiép cong dan BM.TTr.01-Mau s 04
Gidy bién nhan thong tin, tai liéu, bang chimg | BM.TTr.01-Mau s6 05

6 Phlgu de" xu’at thu 1y don khiéu nai (t6 cdo, kién BM.TTr.01-Mau 6 06
nghi, phan anh)

7 V'aln barAl hu’O’ngA dan;ngu’m lihlel'lqgal (dﬂm VO VU | B TTr 01-Miu s6 07
viéc khong thudc tham quyén gidi quyét)

3 Vin ban huéng dan nguoi t6 cao (d01 vol vu BM.TTr.01-Mau sé 08
viéc khong thudc tham quyén giai quyét)

9 Vin ban chuyén don kién nghi, phan anh (d01 BM.TTr.01-Mau sé 09
v6i vu viée khong thude tham quyén giai quyét)
Vin ban don dbc giai quyét td cao cua cong dan o

10 | (d61 voi vu viée khong thuge tham quyén giai | BM.TTr.01-Mau s6 10
quy¢t)

11 | So theo d&i don thu BM.TTr.01-Mau s6 11

7.HO SO LUU
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Hb so xtr 1y viée tiép cong dan phai dugc sap xép theo ndi dung va danh
sO thr tuy d€ dam bdo viéc quan ly an toan, khai thac st dung thuén tién, nhanh
chong. HO so gom:

- Pon khiéu nai, t6 cdo, kién nghi, phan anh;

- Giay bién nhan théng tin, tai liéu, bang ching;

- Thong bao vé viéc tir chdi tiép cong dan;

~ -bonyéu cau bao vé ngudi td cdo va ngudi than thich cia ngudi td cdo

(néu co);

- Phiéu hen thoi gian, dia diém tiép cong dan (néu cb);

- Phiéu dé xuat thu 1y don khiéu nai (t6 cdo, kién nghi, phan anh) (néu
c0);

- Vian ban huéng dan nguoi khiéu nai (t6 cdo) (néu co);

- Vin ban chuyén don kién nghi, phan anh (néu co) ;

- Van ban dén déc giai quyét o cao ctia cong dan (néu co) ;

- Thong bao két qua giai quyét don thu ;

- HO so, tai li¢u khac lién quan.
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BM.TTr.01-MAu s6 01
SO TIEP CONG DAN

(Tham khdo mdu kém theo Phy luc I, Théng tw s6 39/2014/TT-BGTVT ngay 12/9/2014
cua B¢ truong Bo Giao thong van tai)

Ho, tén, A Két qua tiép
dia chi Phan Phan
nguoi loai dpn loai
Hotn |\ pigy | | Khi€ i | theo | g, | HUong | v | Chi
., | nguoi | x| NOi [ nai, t0 | .. |- Pl dandén | via loe o
Ngay | =z nai, to . liu |linh vuc| yhan viéc |ky cua
STT|,,> ticp . dung | cdo, X o2 N quan | e A
thang | céo, A " cung |(dat dai,| 44 qu cti, | cbng
cong - X tiep | kién £ £ 2n ¢6 thim o | Aa
dan kién nghi cap |chedd | xem R méi | dan
nghi, Hir chinh | ygt | duyen
phéan phan sach,...) g1a1 quyet
. anh)
anh
1 2 3 4 5 6 7 8 9 10 11 | 12
Ghi chu:

- Cot 6: Phan loai don: Khiéu nai, td cdo, kién nghi, phan anh.

- C6t 7: Ghi danh myc nhiing tai liéu cong dan cung cap.

- Cot 8: Phan loai theo linh vyc (dat dai, ché d6 chinh sach,...).

- Cot 9: Pdi v6i trudng hop thude tham quyén ciia co quan tiép nhan dé xem xét.

- Cot 10: Déi»vc’yi truong hop khong thudc tham quyén, hudéng din céng dan dén co quan co
tham quyén dé giai quyét.
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) BM.TTr.01-Mau sb 02
(Tham khéo mau s6 07-TCD kém theo Théng tw s6 06/2014/TT-TTCP ngay 31/10/2014 ciia
Thanh tra Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

....... , ngay ... thang ... nam .....
DON YEU CAU
Bao vé ngudi té cdo va ngudi than thich ciia ngudi td cdo

Kinh gri: Giam ddc Cang vu Hang hai Quang Ninh

TN TOT JA e 1)

S6 CMND/CCCD/H chiéu (hodc gidy to tlly thAn): .......co..vveeveeeeeeeeeeeeeeeiseeneeeeans ,

NEAY CAP: cvoi/ ooty IO CAP oottt en s

DA Chic ettt

Hoém nay, ngay .../.../..., toi dén Cang vu Hang hiai Quang Ninh dé t6 céo vé
£ 1S OSSP (2
.................................................................................................................................... 3)

Vi vy, t6i 1am don nay yéu cau Cang vu Hang hai Quang Ninh......................... 4)

Nguwoi lam don
(K, ghi ro ho tén)

(1) Ho tén ngueoi t6 cdo.
(2) Tom tit néi dung té cdo

(3) Ly do va cac can cir cho rang 16 cdo sé dan dén viéc gdy nguy hai dén tinh mang, sic
khoe, tai san, danh dy, nhan phédm, uy tin ciia nguwoi té cdo hodc ngwoi than thich cia nguwoi
16 cdo.

(4) Néu yéu cau cu thé dé bdo vé tinh mang, sirc khoe, tai san, danh dyr, nhan phdm, uy tin ciia
nguroi to cdo hodc nguwoi than thich ciia ngudi té cdo.
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) BM.TTr.01-Méau sb 03
(Tham khéo mau sé6 04-TCD kém theo Théng tw s6 06/2014/TT-TTCP ngay 31/10/2014 ciia
Thanh tra Chinh ph)

CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc l1ap - Tu do - Hanh phic
So: ... locee L, ngay ... thang ... nam .....
PHIEU HEN

Thoi gian, dia diém tiép cong din

Co quan, don vi: Cang vu Hang hai Quang Ninh.

HEN ONE (DA): 1.ttt ettt 1)
S6 CMND/CCCD/H0 chiéu (hodc gidy tO iy thAn): .....co.cveeeeeeeeeeeeeeeeeeeereeen,

NEAY CAP: .o/ ooy NOT CAD coveeeeeeee e

DA CII: e

Co mat tai.......ccoeeeevieeeeiiin, o(2) vao hOi L. ngdy .../.../.... dé thi truong
Cang vu Hang hai Quang Ninh tiép vé ndidung..............cccoeiiiiiiiiniiin, (3)
Khi di dé nghi ong (ba) mang theo thong tin, tai liéu, bang ching co lién quan dén ndi dung
tiep./.
Thi trudéng co quan, to chirc, domn vi
(Ky, ghi ro ho tén, dong dau)

(1) Ho tén ngueoi khiéu nai (t6 cdo, kién nghi, phan dnh).
(2) Pia diém hen tiép céng dan.
(3) Tém tat ngi dung khiéu nai (6 cdo, kién nghi, phan dnh).
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) BM.TTr.01-Mau sb 04
(Tham khdo mau sé6 01-TCD kém theo Théng tw s6 06/2014/TT-TTCP ngay 31/10/2014 ciia
Thanh tra Chinh ph)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tu do - Hanh phic
~TB-CVHHQN ngay ... thang
THONG BAO

Ve viéc tir choi tiép cong dan

Ngay....... thang.... ndm ...... , ONE (DA) 1o 1)
S6 CMND/HO chiéu (hodc gidy t& thy thAn): ........co.covevveeereeeeeeeeeeeceeesee e ,
NEAY CAP: cvoi/eee ooy UL CAP vttt

Diachi: ... dén Cang vu Hang hai Quang Ninh dé khiéu nai
(£0 CAO) VE VICC..eentieueieiie et sttet ettt b ettt b e bbb et nne s @)

Sau khi xem xét noi dung don khiéu nai (t6 cao) va nghe cong dan trinh bay, Cang vu Hang
hai Quang Ninh nhan thay vu viéc da duoc giai quyét dung chinh sach, phap luat, duoc co
quan Nha nuéc c6 thim quyén kiém tra, ra soat va thong bao tra 10i bang van ban theo ding
quy dinh cua phap luat.

Cin ctr Piéu 9 Luat ti’ép cong dan nam 2013, Cang vu Hang hai Quang Ninh tir chéi tiép nhan
ndi dung khiéu nai (t0 c40) cla ONE (DA) ...ovveerriiiieiiiieieeie e 1)

Cang vu Hang hai Quang Ninh théng bao dé ong (ba) dugc biét; d& nghi 6ng (ba) chdp hanh
theo quy dinh ctia phép luat, cham dat khiéu nai (t6 c4o)./.

Thi truéng, co quan, té chire, don vi
Noi nhan: (Ky, ghi r6 ho tén, dong ddu)
- Nhu trén;
- Cuc HHVN (dé béo c4o);

-3)...... (dé phéi hop);
- Luu: VT, ho so.

(1) Ho tén ngueoi khiéu nai (6 cdo).
(2) Tom tit néi dung khiéu nai (t6 cdo).

(3) Tén co quan, to chirc, don vi, cd nhdn co lién quan.
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) BM.TTr.01-Mau b 05
(Tham khao mau so 02-TCD kem theo Thong tur so 06/2014/TT-TTCP ngay 31/10/2014 cua
Thanh tra Chinh phu)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tuw do - Hanh phic
S6:  /GBN-CVHHQN Qudng Ninh, ngay ~ thing  ndm
GIAY BIEN NHAN

Théng tin, tai liéu, bang chig

Vao hoi....gio....ngdy....thang... ndm....., tai: Cang vu Hang hai Quang Ninh
TO1la. oo (1) Chirc VU: e
DA nhan cta 0NZ (DA) ..ecvveivieiiiieiieeeeee e @)
S6 CMND/CCCD/H§ chiéu (hodc gidy to tly thAn): .........cooeeveeveiierereceseieerenes ,
NQAY CAP: oo/ ool e IOT CAP oottt
PA CHIt e

cac thong tin, tai liéu, bang chung sau:

(Tai liéu, bang chirng la bdan phé té hodc bdn sao cong chirng)

Gidy bién nhan duoc 1ap thanh 02 béan, giao cho ngudi cung cp thong tin, tai lidu, bang
ching 01 ban./.

Ngudi cung cip thong tin, tai liéu, bang Nguoi nhan )
chung (Ky, ghi r6 ho tén, dong dau - néu co)

(Ky, ghi r6 ho tén)

(1) Ho tén cén bé nhdn thong tin,, tai liéu, bang chitng.

(2) Nguweoi khiéu nai (t6 cdo, kién nghi, phan dnh); ngueoi cé lién quan dén vu khiéu nai (t6
cdo, kien nghi, phan anh);,

(3) Ghi rd tén, s trang, tinh trang ciia don thw, tai liéu, bang chimg.
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) BM.TTr.01-Mau sb 06
(Tham khao mau so 03-TCD kem theo Thong tu so 06/2014/TT-TTCP ngay 31/10/2014 cua
Thanh tra Chinh phu)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tuw do - Hanh phic

Quang Ninh, ngay thang  nam
PHIEU PE XUAT THU LY PON....(1)

Kinh gri: Giam ddc Cang vy Hang hai Quang Ninh

Ngay .../.../......, Cang vu Hang hai Quang Ninh da tiép 6ng (08)........coervrrerrennne. (2)

S6 CMND/CCCD/H chiéu (hodc gidy to tiy thAn):..............oooviiiieeeiiiiiie, ,

DAY CAP: wvoi/ ool ety TIOT CAD et

D DI I e] o | LSRR SRR

CO AON NN DAY V& VIC! oo 3)

NOi dung Vi VIEC A8 AUQC ..oveeieiieiieieieiee et (4) giai quyét

(néu cd) ngdy .../.../....

Sau khi xem xét ndi dung don va cac thong tin, tai lidu, bang chimg kém theo, d¢ xuat Giam
dbc Cang vu Hang hai Quang Ninh thu 1y giai quyét vu viéc caa ong (ba) ................ (2) theo
quy dinh cta phap luét.

Phé duyét ciia Giam déc Cang vu Hang hai Nguoi dé xuat
Quéang Ninh (Ky, ghi r6 ho tén)

Ngay ...... thang ..... nam
(Ky, ghi ro ho tén)

(1) Pon khiéu nai (t6 cdo, kién nghi, phan dnh).
(2) Ho tén ngueoi khiéu nai (t6 cdo,kién nghi, phdan dnh).
(3) Tom tit ndi dung vu viéc.

(4) Ngwoi da gidi quyét theo tham quyén.
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) BM.TTr.01-Mau s6 07
(Tham khao mau so 05-TCD kem theo Thong tw so 06/2014/TT-TTCP ngay 31/10/2014 cua
Thanh tra Chinh phu)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tu do - Hanh phiic
S6:  /CVHHQN Qudng Ninh, ngay ~ thdng  nam

V/v huéng dan ngudi khiéu nai

Kinh glri: ....oooooviiiii (1)

Ngay ...... [eviiien [ty Cang vu Hang hai Quang Ninh d tiép va nhan don
khiéu nai cua ong (ba) .. e et sresnene s e s e s enes (L)

S6 CMND/CCCD/H chiéu (hodc gidy to tly thAn):.......ccovveveeveeciersiereeeiese e, ,
NEAY CAP: cvoi/ ooy TIOT CAD oot
DA CHI: o
KRIEU NAT V& VIC! vttt 2

Can ct Luat khiéu nai nfim 201 1 V%:l Nghi dinh ) 124/2020/ND-CP’ ngay 19/10/2020 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Khiéu nai;

Sau khi xem xét ngi dung don khleu nai, Cang vu Hang hai Quang Ninh nhén thdy khiéu nai
ctia 6ng (ba) khong thudc tham quyén giai quyét ciia Cang vu Hang hai Quang Ninh.

Dé nghi ong (ba) giri don dén ...............ccceeeeeeeee (3) dé duogc xem xét, giai quyét
theo quy dinh ctia phép luat.

Ngudi tiép cong dan

Noi nhin: (K¥, ghi r6 ho tén, dong ddu - néu c6)
- Nhu trén;
- Luu: CVHHQN

(1) Ho tén nguoi khiéu nai.
(2) Tom tiit néi dung khiéu nqi.

(3) Tén co quan, t6 chire, don vi ¢é tham quyén gidi quyét.
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) BM.TTr.01-Mau b 08
(Tham khao mau so 08-TCD kem theo Thong twr so 06/2014/TT-TTCP ngay 31/10/2014 cua
Thanh tra Chinh phu)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tu do - Hanh phiic
S6:  /CVHHQN Qudng Ninh, ngay ~ thdng  nam

V/v huéng dan ngudi t6 cao

Kinh glri: ..o (1)

Ngay ...... [eviiien [ty Cang vu Hang hai Quang Ninh d3 tiép va nhan don
to cao cua ong (ba) .. ettt ese et esteeeeseessessesseessesnesseene e s s eeennes (L)

S6 CMND/CCCD/H§ chiéu (hodc gidy to tiy thAn):..........covveeveevereeereeeeereeeneans
NEAY CAP: cvoi/ oo ooty NOT CAD oottt
DI I o] oV PSRRI
TG CAO V& VIBC: wevoeeeeeeeeeeeeeee e nas e s sttt ana s s s 2)

Can ctr Luat T6 Cép nam 2018 va Nghi dinh Sé 31/2019/ND-CP ngéy 10/4/2019 cua Chinh
phu quy dinh chi tiét mét so di€u va bi¢n phép to chtrc thi hanh Luat T céo;

Sau khi xem xét ndi dung don to cao, Cang vu Hang hai Quang Ninh nhén thiy t6 cdo ciia
ong (ba) khong thudc thim quyén giai quyét cia Cang vu Hang hai Quang Ninh.

Pé nghi 6ng (ba) giri don dén ...........cooeeiveceeeeee....(3) @& duoc xem xét, giai quyét
theo quy dinh cua phap luat.

Ngudi tiép cong dan

Noi nhgn: (Ky, ghi r6 ho tén, dong dau - néu co)
- Nhu trén;
- Luu: CVHHQN

(1) Ho tén ngueoi t6 cdo.
(2) Tom tit néi dung té cdo..

(3) Tén co quan, t6 chire, don vi ¢é tham quyén gidi quyét.
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) BM.TTr.01-Mau s6 09
(Tham khao mau so 10-TCD kem theo Thong twr so 06/2014/TT-TTCP ngay 31/10/2014 cua
Thanh tra Chinh phu)

_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tu do - Hanh phiic
S6: .uid...... Quang Ninh, ngay thang  nam

V/v chuyén don kién nghi, phan 4nh

Kinh gtri: ... (1)

Ngay .../c... /... , Cang vu Hang hai Quang Ninh di tiép va nhan don kién nghi phan anh
CUA ONE (D) 1vveeiiieiieeiieeeiteetee et e et e et e e bt he et e be e e bt e s be e et e e be e et e e sbeeesbeenbeennbeenreeenee 2
S6 CMND/CCCD/H chiéu (hodc gidy to tiy thAn):........co.oveeveereeeeeeeeeeeeeeeeeenene. ,
NEAY CAP: cvo/ /ooy UL CAP oottt
DI I o] oV TSRO P PP
INOT QUINE: ettt ettt et e et e et ee s eaeesbeeesbeessaeeabeessesanbeeabeessbeesbeeanbeenbeas 3)
Cin cr khoan 2 Diéu 26 Luat tlép cong dan nam 2013; sau khi xem xét ndi dung don, Cang
vu Hang hai Quang Ninh chuyen don cua 6ng (ba) .. e reveneennee(2) dén
........................... (1) dé xem xét, giai quyét theo quy dmh cta phap luat /.

Thii trudéng co quan, to chire, don Vi
Noi nhin: (Ky, ghi ro ho tén, chirc vu va dong dau)
- Nhu trén;
- ...(2).t.. (thay tré 165);
- Luu: CVHHQN

(1) Ngwoi dirng dau co quan, té chire, don vi €O tham quyén gidi quyét.
(2) Ho tén nguoi kién nghi, phan dnh.
(3) Tém tat ngi dung kién nghi, phan dnh.
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_ CUC HANG HAI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
CANG VU HANG HAI QUANG NINH Poc lap - Tu do - Hanh phiic
S6: .uid...... Quang Ninh, ngay thang  nam

V/v d6n doc giai quyét to cao cua cong dan

Kinh gtri: ... (1)
Ngay ..../...... [oin.. , Cang vu Hang hai Quang Ninh da tiép 6ng (ba)..........c........... 2)
S6 CMND/CCCD/H6 chiéu (hodc gidy td tiy thAN): ......o.oveveeeeeeeeeeeeeeeeeee e,
ngay cap: .../..../...... S TXOT CAD oo
DA CII oo eeaaaaa e
V8 N0 AUNE. ... 3

Sau khi xem xét ndi dung vu viéc, Cang vu Hang hai Quang Ninh thiy vu viéc ctia ong (bd)
..... ceeveeeeeeenenn....(2) d@ qua thot gian quy dinh nhung chua duge .......................(]) gial
quyet theo quy dinh cua phap luat.

Céang vy Hang hai Quang Ninh d& nghi............................ (1) giai quyét vu viée cua Ong
(BA) oo (2) theo quy dinh cta phap luat va thong bao két qua dén Cang

vu Hang hai Quang Ninh.

Thi trudéng co quan, té chire, don vi
Noi nhin: (Ky, ghi o ho tén, dong dau)
- Nhu trén;
- ... (2).... (thay tra 15i);
- Luu: CVHHQN

(1) Co quan, don vi, nguoi c6 tham quyén gidai quyét.
(2) Ho tén nguoi 16 cdo.

(3) Tom tat noi dung vu viéc va cac van ban chuyén don don doc - néu co.
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(Tham khao mau tai Phu luc III kem theo Thong twr so 39/2014/TT-BGTVT ngay 12/9/ 2014
cua Bo truong Bé Giao thong vin tdi)

MAU SO THEO DOI BON THU
Thuc hién
Kiél? < Chuyén
E%I;q Khicu (Tgohf?g Phan don (ghi \py 6ng din
anh (ghi| " (@01 10 tan phe | loai 103 (ghi 15 s6,
R ~ ro ho tén,| . ; , N theo ngay naav than
« | Ngay | rd ho . . ’[diachi [ TOm | duyét |. than gay g
So N ~ 4. | diachi v e : linh vuce| Thy 11 g s
nhan [tén, dia .. | nguoi |tatndi| cua X . uly| . , nam cua
TT| .- | nguoi | L ' . |(datdai,| oz [ PEMCUA | s ba
don chi £ viét don| dung | Lénh 2 .| 8l 5 ha van ban,
viét don ché d6 ;. | vanban, | . )
ngudi hoic dao -7 | quyet | .[tén don vi
iét don hodc nic nic . chinh ter% dor? Y1 ¢6 thim
VIS SO danh) ; sach ...) cOtham | /31 sii
hodc nac danh) quyén quy ;g
danh) gidi quyet)
quyét)
1 2 3 4 5 6 7 8 9 10 11






