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QUYET DINH
Ban hanh Quy die tiep cong dan ciia Truong Dai hoc Vinh

HIEU TRUONG TRUONG DAI HOC VINH • • •

Can cu Ludt Tiep cong dan ngdy 25/11/2013;
Can cu Luat Khieu nai ngdy 11/11/ 2011;
Can cu Ludt To cdo ngdy 12/6/2018;
Can cu Nghi dinh so 64/2014/ND-CP 26/6/2014 ciia Chink phu quy dinh 

chi tiet thi hanh mot so dieu ciia Ludt Tiep cong dan;
Can cu Nghi dinh so 31/2019/ND-CP ngdy 10/4/2019 ciia Chink phu quy 

dinh chi tiet mot so dieu ciia Ludt To cdo;
Can cu Nghl dinh so 124/2020/ND-CP ngdy 19/10/2020 cua Chink phu quy 

dinh chi tiet mot so dieu vd bien phdp to chic thi hanh Ludt Khieu nai;
Can cu Thong tu so 04/2021/TT-TTCP 01/10/2021 cua Tdng Thanh tra 

Chink phu quy dinh quy trinh tiep cong dan;
Can civ Thong tu so 05/2021/TT-TTCP 01/10/2021 ciia Tong Thanh tra 

Chink phu quy dinh quy trinh xiv ly dan khieu nai, dan to cdo, dan kien nghi, phdn 
dnh;

Can civ Nghi quyet so 06/NQ-HDT12/5/2021 cua Hoi dong trivang Truang 
Dai hoc Vinh ban hanh Quy che to chive vd hoqt dong ciia Truang Dai hoc Vinh;

Xet de nghi ciia Truang phong Thanh tra - Phdp che.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che tiep cong dan cua 
Truong Dai hoc Vinh.

Dieu 2. Quyet dinh nay co hieu lire ke tu ngay ky.
Dieu 3. Truong cac don vj: Thanh tra - Phap che, Hanh chinh Tong hop, 

K6 hoach - Tai chinh va Truong cac don vj, ca nhan co lien quan chiu trach nhiem 
thi hanh Quyet dinh nay./.
Nffi nhan:
- Nhu E>idu 3;
- Bang ioffice;
- Liru.HCTH, TTrPC.
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QUY CHE
Tiep cong dan ciia Truong Dai hoc Vinh

(Kem theo Quyet dinh so J&tf/QD-DHV 
ngay^J thdng 6 ndm 2024 ciia Hieu truang Truong Dai hoc Vinh)

Chuong I
QUY DINH CHUNG

• A ••A 'f \ ADieu 1. Pham vi dieu chinh va doi tuong ap dung
1. Quy che nay quy dinh ve viec to chirc tiep vien chuc, ngudi lao dong, 

ngudi hoc, phu huynh va cac ben lien quan khac (san day goi la cong dan), trach 
nhiem, quyen han ciia cac don vi, ca nhan trong vice tiep cong dan den khicu nai, 
to cao, kien nghi, phan anh.

2. Quy che nay ap dung doi voi:
- Ngudi tiep cong dan va cac dan vi ca nhan trong Trudng Dai hoc Vinh.
- Ngudi khicu nai, to cao, kien nghj, phan anh va cac ben lien quan den 

Trudng Dai hoc Vinh.
Dieu 2. Muc dich ciia viec tiep cong dan
1. Lang nghe, giai thich cac y kien ciia cong dan; huang dan cong dan thuc 

hien quyen khicu nai, to cao, kien nghi, phan anh dung quy dinh phap luat, gop 
phan tuyen truyen, phd bien giao due phap luat.

r r * r * r # t

2. Tiep nhan khieu nai, to cao, kien nghi, phan anh thude tham quyen giai 
quyet cua Hieu trudng Nha trudng de xem xet, giai quyet theo quy dinh ciia phap 
luat.

Dieu 3. Nguyen tac tiep cong dan
1. Viec tiep cong dan phai dugc tien hanh tai dia diem tiep cong dan ciia 

Trudng Dai hoc Vinh.
2. Viec tiep cong dan phai bao dam cong khai, dan chu, kip thdi; thu tuc 

dan gian, thuan tien; bao dam khach quan, binh dang, khong phan biet doi xir 
trong khi tiep cong dan. Trudng hop cong dan la ngudi thuc hien quyen to cao thi 
phai giu bi mat va bao dam an toan cho ngudi to cao theo quy dinh ciia phap luat.

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

Dieu 4. Ngudi tiep cong dan
r r i r •A1. Ngirai tiep cong dan la vien chuc cua cac don vi, gom:
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a) Nguai tiep cong dan thudng xuyen la vien chirc thuoc Phong Thanh tra 
- Phap chg (TTrPC);

r

b) Nguai tiep cong dan dinh ky la Hieu tru'dng hoac cac Pho Hieu trudng 
khi dugc Hieu trudng phan cong va vien chuc phdng TTrPC, dai dien cac don vi

• r r r r

lien quan den noi dung don thu khieu nai, to cao, kicn nghj, phan anh;
c) Vien chuc ciia Phong TTrPC thuc hien nhiem vu tiep cong dan dugc 

Trudng don vi phan cong thco tung vu viec.
2. Ngudi tiep cong dan phai dap ung cac tieu chuan theo quy dinh tai khoan 

1 Bieu 34 Luat tiep cong dan nam 2013.
3. Ngudi tiep cong dan dugc hudng che do bdi dudng tiep cong dan theo 

quy dinh tai khoan 2 Bieu 34 Luat tiep cong dan nam 2013 va Bieu 36 Quy che 
chi tieu noi bo ban hanh kem Quyet djnh so 737/QB-BHV ngay 01/4/2024 cua 
Hieu trudng Trudng Bai hgc Vinh.

Chuong II
TO CHUC TIEP CONG DAN

A IkDieu 5. Tiep cong dan thudng xuyen
Hieu trudng giao cho Phdng TTrPC chu tri to chirc tiep cong dan thudng 

xuyen cac ngay trong tuan theo kc hoach tiep cong dan tir dau nam.
Dieu 6. Tiep cong dan d|nh ky va dot xuat ciia Hieu trudng
1. Mdi thang, Hieu trudng thuc hien tiep cong dan dinh ky 01 lan vao ngay 

thu 6, tuan cuoi cung ciia thang.Vien chuc phong TTrPC cimg tham gia tiep cong 
dan.

2. Ngoai thdi gian tiep cong dan dinh ky hang thang, Hieu trudng true tiep 
tiep cong dan dot xuat. Trong trudng hop Hieu trudng di cong tac hoac vi ly do khach 
quan khdng the tiep cong dan thi phan cong cac phd Hieu trudng phu trach ITnh vuc 
cd lien quan den noi dung cong dan dc nghi tiep. Hieu trudng tiep cong dan hoac

f r

phan cong cac Phd Hieu trudng tiep cong dan dot xuat trong cac trudng hgp sau day:
r \ r

a) Vu viec gay gat, phuc tap, co nhieu ngudi tham gia, lien quan den trach
* > r ' f

nhiem cua nhieu ca nhan, don vi hoac y kien cua cac ca nhan/ don vi con khac 
nhau;

r • • 1 9 1 9b) Vu viec neu khdng chi dao, xem xet kip thdi cd the gay ra hau qua 
nghiem trgng hoac cd the dan den huy hoai tai san cua Nha nude, cua tap the, xam 
hai ddn tinh mang, tai san cua nhan dan, anh hudng den an ninh, chinh tri, trat tu, 
an loan xa hoi.

Dieu 7. Thdi gian, dia diem tiep cong dan

1. Viec ti6p cong dan dugc thuc hien trong gid hanh chinh, tru trudng hop 
dot xuat do Hieu trudng quyet dinh.
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2. Bia diem tiep cong dan
9 ' >a) Dia diem tiep cong dan cua Tnrdng Dai hoc Vinh dat tai Nha Dieu hanh

cua Truong (So 182 Le Duan, thanh pho Vinh, Nghe An).
i r r

b) Nha Truong to chuc tiep cong dan thudng xuyen, dinh ky va dpt xuat 
theo quy dinh tai dja diem tiep cong dan.

Dieu 8. Cong bo thong tin ve viec tiep cong dan
1. Thong tin ve viec tiep cong dan dupe niem yet cong khai tai Tru sd cua 

Truong Dai hoc Vinh va cong bo tren hch tuan, cong thong tin dien tir cua Nha 
trudng gom cac noi dung sau:

a) Bia diem tiep cong dan;
b) Thai gian tiep cong dan thudng xuyen;
c) Thai gian tiep cong dan dinh ky, thanh phan tham du;
2. Lich tiep cong dan quy dinh tai diem c khoan 1 Bieu nay duac niem yet 

cham nhat la 05 ngay lam viec, trade ngay tiep cong dan. Trudng hop khong the 
thuc hien viec tiep cong dan theo lich da cong bo do co ly do chinh dang thi co 
the lui lich tiep cong dan sang thdi gian khac va phai thong bao cu the thdi gian 
du kien tiep cong dan tai noi tiep cong dan.

Chuong III
TRACH NHIEM CUA CAC DON VI VA CA NHAN TRONG VIEC TIEP

CONG DAN
Dieu 9. Trach nhiem ciia I ruong don vj
1. Trach nhiem chung cua Trudng don vi
a) Pho bien cac quy dinh cua phap luat ve tiep cong dan doi voi vicn chuc, 

ngudi lao dong va ngudi hoc trong don vi;
r r * ^ . /k r 1*^b) Tham gia tiep cong dan doi vdi cac vu viec thuoc chuc nang nhiem vu

cua dan vj;
c) Cu vien chuc phdi hop vdi dan vi duac giao chu tri tiep cong dan khi co 

vu viec lien quan den chuc nang, nhiem vu cua don vi minh va cac vu vice phuc 
tap, keo dai, dot xuat trong trudng hap can thict hoac theo chi dao cua Hicu 
trudng.

d) Trudng hop cong dan co de nghj duac Hicu trudng tiep dot xuat, neu 
thuoc trudng hap quy dinh tai khoan 2 Bieu 6 Quy che nay thi Trudng phong 
TTrPC tham muu Hieu trudng tiep hoac de xuat Hicu trudng giao cac Pho Hicu 
trudng thuc then viec tiep cong dan;

d) Khi lanh dao Nha trudng tiep cong dan, Trudng Phong TTrPC va trudng 
cac dan vi co lien quan dfin noi dung khieu nai, to cao, kien nghi, phan anh ciing 
du. Ban vj co lien quan dfin noi dung khidu nai, to cao, kien nghj, phan anh co 
trach nhiem phdi hop vdi Phong TTrPC chuan bj day du thong tin, tai lieu lien
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quan den noi dung vu viec khieu nai, to cao, kien nghi, phan anh thuoc chuc nang, 
nhiem vu cua dan vi

2. Trach nhiem ciia Truong Phong TTrPC:
a) Xay dung ke hoach tiep cong dan dinh ky va thudng xuyen vao dau nam 

trinh Hieu truong phe duyct;
b) To chuc vice tiep cong dan thudng xuyen, phan cong vien chuc thuc hien 

ticp cong dan thudng xuyen theo quy dinh;
c) Phan cong vien chuc true tiep tham gia tiep cong dan dinh ky;
d) Cu vien chuc de ghi chep noi dung vice tiep cong dan, nhan cac thong 

tin, tai lieu do cong dan cung cap;
d) Sau khi tiep cong dan, co trach nhiem tham muu Hieu trudng giai quyet 

khieu nai, to cao, kien nghi, phan anh theo trinh tu, thu tuc quy dinh.
3. Trach nhiem ciia trudng Phong HCTH

• r r r a • 1 ra) Giam sat chat che, hudng dan cong dan vao dja diem tiep cong dan ciia
Trudng;

> r

b) Ten lich tuan theo lich da niem yet.
• A r A A ADieu 10. Trach nhiem cua ngud'i tiep cong dan

1. Khi tiep cong dan, ngudi tiep cong dan phai bao dam trang phuc chinh 
te, co deo the vien chuc hoac phu hieu theo quy djnh.

2. Yeu cau ngudi den khieu nai, to cao, kien nghi, phan anh neu rd ho ten,
•7 A • ' \ \ • ' 'dia chi hoac xuat trinh giay td tuy than, giay uy quyen (neu co); co don hoac trinh

* r r r r

bay ro rang noi dung khieu nai, to cao, kien nghi, phan anh; cung cap thong tin, 
tai lieu, minh chung can thiet cho vice tiep nhan, thu ly vu vice.

3. Co thai do dung muc, 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 
ngudi den khieu nai, to cao, kien nghi, phan anh trinh bay.

4. Giai thich, hudng dan cho ngudi den khieu nai, td cao, kien nghi, phan 
anh chap hanh chu truong, dudng 16i, chinh sach, phap luat, ket luan, quyet dinh

f O \ r+t '

giai quyet da co hieu luc phap luat ciia co quan co tham quyen; hudng dan ngudi 
khieu nai, to cao, kien nghj, phan anh den dung co quan hoac ngudi co tham quyen

# # r

giai quyet.
5. True tiep xu ly hoac phan loai, chuyen don, trinh ngudi co tham quyen 

xu ly khieu nai, td cao, kien nghi, phan anh; thong bao ket qua xu ly khieu nai, td 
cao, kien nghi, phan anh cho cong dan.

6. Ghi chep day du vao So tiep cong dan hoac nhap thong tin vao Co so du 
lieu quoc gia ve cong tac tiep cong dan, giai quyet khieu nai, to cao, kien nghi, 
phan anh hoac phan mem quan ly cong tac tiep cong dan va duoc luu tai noi tiep 
cong dan.
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/\/v •• ^ ^ r ^7. Yeu cau nguod vi pham noi quy nai ticp cong dan cham dut hanh vi vi 

pham; trong tnrang hop can thiet, lap bien ban ve vice vi pham va yeu cau co 
quan chuc nang xir ly theo quy dinh ciia phap luat.

• A X > •? ^9 A A A r ADieu 11. Quyen va nghla vu cua nguoi den khieu nai, to cao, kien nghj,
phan anh

Thuc hicn theo Dieu 7 cua Luat tiep cong dan nam 2013, cu the nhu sau:
1. Khi den noi tiep cong dan, ngudi 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 huong 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 ciia ngudi tiep cong dan;
d) Nhan thong bao ve viec tiep nhan, ket qua xu ly khieu nai, to cao, kien 

nghi, phan anh;
d) Truong hop ngudi khieu nai, to cao, kien nghi, phan anh khdng su dung 

thong thao tieng Viet thi co quyen su dung ngudi phien dich;
c) Cac quyen khac theo quy dinh cua phap luat ve khieu nai, to cao.
2. Khi den noi tiep cong dan, ngudi khieu nai, to cao, kien nghi, phan anh 

co cac nghTa vu sau day:
a) Neu ro ho ten, dia chi hoac xuat trinh giay to tuy than, giay liy quyen

(neu co);
b) Co thai do dung muc, ton trong ddi vdi ngudi tiep cong dan;
c) Trinh bay trung thuc su viec, cung cap thong tin, tai lieu lien quan den

r r r o

noi dung khieu nai, to cao, kien nghi, phan anh; ky hoac diem chi xac nhan nhung 
noi dung trinh bay da dupe ngudi tiep cong dan ghi chop lai;

d) Nghiem chinh chap hanh noi quy tiep cong dan va huong dan ciia ngudi
r

tiep cong dan;
d) Truong hop nhieu ngudi cung khieu nai, to cao, kien nghi, phan anh ve 

mot npi dung thi phai cu ngudi dai dien de trinh bay noi dung khieu nai, to cao, 
kien nghi, phan anh;

e) Chiu trach nhiem tnroc phap luat ve noi dung khieu nai, to cao cua minh.
Dieu 12. Nhung viec ngudi tiep cong dan khdng dupe lam
Ngudi tiep cong dan khdng dupe thuc hicn cac hanh vi bi cam theo quy 

dinh tai Dieu 6 Luat tiep cong dan nam 2013, gom:
x f9AmArl9A1. Gay phien ha, sach nhieu hoac can trd ngudi den khieu nai, to cao, kien 

nghi, phan anh.
2. Thieu trach nhiem trong viec tiep cong dan; lam mat hoac lam sai lech
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thong tin, tai lieu do ngudi khieu nai, to cao, kien nghi, phan anh cung cap.
9 r 9 r

3. Phan biet doi xu trong khi tiep cong dan.
\ r r r nr

4. Lai dung quyen khieu nai, to cao, kien nghj, phan anh de gay roi trat tu
cong cong.

' • 9 95. Xuyen tac, vu khong, 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, 16i kco, mua chuoc ngudi khac tap trung 

dong ngudi tai nai tiep cong dan.
8. Vi pham cac quy djnh khac trong noi quy, quy che tiep cong dan.
Dieu 13. Viec tir choi tiep cong dan

/ \ r r r

1. Ngudi tiep cong dan dugc quyen tir choi tiep ngudi den dia diem tiep
> r

cong dan trong cac trudng hop quy djnh tai Dicu 9 Luat tiep cong dan nam 
2013, gom:

a) Ngudi trong tinh trang say do dung chat kich thich, ngudi mac bcnh tarn 
than hoac mot benh khac lam mat kha nang nhan thuc hoac kha nang dicu khien 
hanh vi cua minh;

b) Ngudi co hanh vi de doa, xuc pham co quan, to chuc, ngudi tiep cong 
dan, ngudi thi hanh cong vu hoac co hanh vi khac vi pham noi quy tiep cong dan;

c) Ngudi khieu nai, to cao, kien nghi, phan anh ve vu viec da giai quyet 
dung chinh sach, phap luat, dugc co quan nha nude co tham quyen kiem tra, ra 
scat, thong bao bang van ban va da dugc tiep, giai thich, hudng dan nhung van co 
tinh khieu nai, to cao, kien nghi, phan anh keo dai;

d) Nhung trudng hgp khac theo quy djnh cua phap luat.
2. Khi ngudi tiep cong dan tu choi tiep cong dan trong cac trudng hgp quy 

djnh tai diem a, diem b khoan 1 Dicu nay thi giai thich cho cong dan biet ly do va 
bao cao Trudng phdng TTrPC hoac Phd trudng phdng phu trach cong tac tiep 
cong dan.

3. Trudng hgp tu choi tiep cong dan theo quy djnh tai diem c khoan 1 Dicu 
nay thi ngudi dung dau ca quan, dan vj phu trach tiep cong dan ban hanh thong 
bao tir chdi tidp cong dan. Thong bao dugc thuc hicn theo mau quy djnh tai Phu 
luc ban hanh kem theo Quy chc nay.



8

Chuong IV
QUY TRiNH TIEP CONG DAN

A F AA"> A \ A \Dieu 14. Xac dinh nhan than cua nguoi khieu nai, nguoi to cao, nguoi 
kien nghj, phan anh

1. Khi tiep nguai khieu nai, nguai tiep cong dan yen cau ho neu r5 ho ten, 
dia chi va xuat trinh giay td tuy than, giay giai thieu, giay uy quyen (neu co).

2. Khi tiep ngudi td cao, ngudi kien nghi, phan anh, ngudi tiep cong dan 
yeu cau ngudi td cao, ngudi kien nghi, phan anh neu rd ho ten, dia chi va xuat

r

trinh giay td tuy than.
Trong qua trinh tiep ngudi td cao, ngudi tiep cong dan phai giu hi mat ho 

ten, dja chi, but tich ngudi to cao theo quy djnh cua phap luat ve to cao.
Dieu 15. Xac djnh tinh hop phap cua ngudi dai dien, ngudi duoc uy 

quyen, luat su hoac tro* giup vien phap ly
1. Truong hop co quan, to chuc thuc hicn vice khieu nai thong qua ngudi 

• • ^ 9 w xdai dien la ngudi dung dau co quan, td chuc thi ngudi tiep cong dan ycu cau ngudi
f r r

dai dien xuat trinh giay gidi thieu, giay td tuy than.
X 7 X . Trong trudng hop ngudi dung dau co quan, td chuc uy quyen cho ngudi dai
7«.'.dien theo quy djnh cua phap luat de thuc hien vide khieu nai thi ngudi tiep cong 

dan de nghi ngudi duoc uy quyen xuat trinh giay td tuy than, giay uy quyen cua 
ngudi uy quyen.

2. Trudng hop ngudi den trinh bay vide khieu nai la ngudi dai dien, ngudi 
duoc uy quyen cua ngudi khieu nai duoc quy djnh tai diem a khoan 1 Dieu 12 
Luat Khieu nai thi ngudi tiep cong dan yeu cau xuat trinh giay td chung minh vide 
dai dien, uy quyen hop phap hoac giay td khac co lien quan.

Trudng hop ngudi den trinh bay la ngudi dai dien, ngudi duoc uy quyen 
hop phap thi ngudi tiep cong dan tidn hanh cac thu tuc tiep nhu ddi vdi ngudi

9 f

khieu nai.
r y • / • a3. Truong hop nguoi khieu nai uy quyen cho luat sir hoac tro giup vicn 

phap ly thuc hien vide khieu nai thi ngudi tiep cong dan yeu cau luat su hoac tro 
giup vien phap ly xuat trinh The luat su, The tro' giup vicn phap ly va Giay uy 
quyen khieu nai.

r y m a a

4. Trudng hop cong dan khong co giay uy quyen hoac vide uy quyen khdng 
theo dung quy djnh tai diem a, diem b khoan 1 Dieu 12 Luat Khieu nai thi ngudi 
tidp cong dan khdng tiep nhan ho so vu vide va giai thich ro ly do, hudng dan 
cong dan lam cac thu tuc can thiet dc thuc hicn vice khieu nai theo dung quy djnh.

Dieu 16. Tiep nhan khieu nai, to cao, kien nghj, phan anh
1. Khi cong dan ddn trinh bay true tiep va khdng co don thi ngudi tidp cong 

dan hudng ddn cong dan viet don khieu nai, td cao, kien nghj, phan anh hoac ghi 
chep ddy du, trung thuc, chinh xac ndi dung trinh bay cua cong dan; ndi dung nao
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chua ro thi de nghi cong dan trinh bay them, sau do doc lai cho cong dan nghe va 
de nghi ho ky ten hoac diem chi xac nhan vao van ban.

2. Truong hop cong dan den trinh bay va co don voi noi dung cu the, ro 
rang, co the xac dinh duoc ro tinh chat vu viec va co quan co tham quyen giai 
quyet thi ngudi tiep cong dan hudng dan cong dan gui don den co quan co tham 
quyen de duoc xem xet, giai quyet theo quy dinh ciia phap luat.

3. Truong hop nhieu ngudi den khieu nai, to cao, kien nghi, phan anh ve 
cung mot noi dung thi ngudi tiep cong dan hudng dan hq cu ngudi dai dicn de 
trinh bay; ghi lai noi dung trinh bay va de nghj ngudi dai dien ky ten hoac diem 
chi xac nhan vao van ban.

4. Truong hop cong dan trinh bay nhieu noi dung, vua co noi dung khieu 
nai, vua co noi dung to cao, kien nghi, phan anh thi ngudi tiep cong dan hudng 
dan cong dan thuc hien viec khieu nai, to cao, kien nghj, phan anh theo quy dinh 
cua phap luat.

5. Viec tiep nhan, ghi chep noi dung khieu nai, to cao, kien nghi, phan anh
# 7 t r

va viec hudng dan cong dan viet don phai duoc ghi vao So tiep cong dan hoac 
duoc nhap vao phan mem co so du lieu ve tiep cong dan.

• A A #A *Ar #a • nrDieu 17. Phan loai, xii’ ly khieu nai, to cao, kien nghj, phan anh
r r r

1. Viec phan loai, xu ly noi dung khieu nai, to cao, kien nghi, phan anh 
duoc can cu vao ban ghi noi dung trinh bay hoac don cua cong dan va thuc hien 
theo 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.

2. Y kien trinh bay noi dung khieu nai, to cao, kien nghi, phan anh khong 
thuoc tham quyen giai quyet cua co quan, don vi tiep cong dan thi ngudi tiep cong 
dan hudng dan cong dan viet don gui den co quan, to chuc co tham quyen giai

r

quyet.
Truong hop noi dung thuoc tham quyen giai quyet cua co quan, don vi minh

r * * r * ^ n ' , \ 9 r X

thi ngudi tiep cong dan tiep nhan cac thong tin, tai lieu de bao cao ngudi co tham 
quyen giai quyet. Neu cong dan cung cap cac thong tin, tai lieu, chung cu co hen 
quan den khieu nai, to cao, kien nghi, phan anh thi ngudi tiep cong dan xem xct 
dd tidp nhan cac thong tin, tai lieu, chung cu do. Vide tiep nhan thong tin, tai lieu, 
chung cu duoc thuc hien bang giay bidn nhan theo Phu luc ban hanh kem theo

r

Quy che nay.
3. Kdt thuc vide tidp cong dan, Hidu trudng hoac Phd Hidu trudng duoc 

giao nhiem vu ra thong bao ket luan vice tiep cong dan.
CHuong V

TO CHlTC THUC HIEN
^ r ADieu 18. Trach nhiem ciia Phong Thanh tra-Phap che

1. Giup Hidu trudng quan ly cong tac tiep cong dan cua Nha trudng; chu tri
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tuyen truyen, pho bien phap luat; chu tri, phoi hgp vai Truong cac don vi trong 
toan truong to chuc vice tiep cong dan; theo d5i, don doc, yen cau cac don vi thuc 
hien nghiem tuc Quy chc nay.

2. Bao cao tiep cong dan dinh ki thuoc pham vi trach nhiem cua Hieu truong 
theo quy dinh.

/ r

3. Chu tri, phoi hop voi Phong Ke hoach Tai chinh thuc hien viec lap du
r A ' ' y % •toan, thanh quyet toan che do boi duong tiep cong dan theo quy dinh.

Dieu 19. Hieu luc thi hanh • •

1. Quy che nay co hieu luc ke tu ngay ky.
r r r \

2. Trong qua trinh thuc hien neu co kho khan, vuong mac hoac co van de 
moi phat sinh de nghi don vi, ca nhan co lien quan quan anh kip thdi ve Truong 
Dai hoc Vinh de sua doi, bo sung cho phu hop./.



CONG HOA XA HOI CHU NGHiA VIET NAM 
Doc lap - Ty do - Hanh phiic

AO TAO 
i VINH

PHy LUC
Cac bieu mau di kem

(Kem theo Quyet tfinh so l^M./QD- DHV ngayl^.J .6.. ./2024 

cua Hieu truang Truang Dai hoc Vinh)

1. Thong bao ve vice tir choi tiep cong dan
B0 GIAO DUC VA DAO TAO
TRUONG DAI HOC VINH

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

, ngay .... thdng ....nam
S6: /TB- DHV

THONG BAO
Kinh gui: (1)

Ngay ... thang ... nam ..., ong (ba)........................
So CCCD/H6 chieu (hoac giay to tuy than): 

A.../....,... ' x
Dia chi:

(1)
, ngay cap:

nen cap
den Truang Dai hoc Vinh dc khieu nai (to cao) ve

vice (2)
r ^

Vu vice da dirge giai quyet dung chinh sach, phap luat, dugc co quan nha 
nuac co tham quyen kiem tra, ra soat va thong bao tra loi bang van ban theo dung 
quy dinh cua phap luat.

Can cu khoan 3 Bieu 9 Luat Tiep cong dan, Truang Dai hoc Vinh tir choi
f r r \ r

tiep nhan noi dung khieu nai (to cao) ciia ong (ba)............. (1) va thong bao dc
ong (ba) dugc biet./.

TL. HIEU TRUONG 
TRUONG PHONG TTrPC
(Ky, ghi ro ho ten, dong dan)

Noi nhan:
- Nhir tren;
- Hieu truang (de bao cao);
- (3)... (de phoi hop);
- LmuHCTH, TTrPC.

Ghi chu:
(1) Ho ten ngubi khieu nai (to cao).
(2) Tom tat noi dung khieu nai (to cao).
(3) Ten co quan, to chuc, don vi, ca nhan co lien quan.
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2. Giay bien nhan thong tin, tai lieu

BO giAo dug vA bAo tag

TRUONG DAI HOC VINH
CONG HOA XA HOI CHU NGHIA VIET NAM 

Doc lap - Tu’ do - Hanh phuc

thdng....ndm, ngay

giAy bien nhAn
Thong tin, tai lieu

Vao ... gia ... ngay ... thang ... nam ..tai: Bo Giao due
va Dao tao,

Toi la........................
Da nhan cua ong (ba)
So CCCD/Ho chieu (hoac giay to tuy than):

(2) Chuc vu:
(3)

, ngaycdp: noi cap

Dja chi:...........................
cac thong tin, tai lieu sau:

(4)...1
2
3

/ # N

(hoac danh muc kem theo neu co nhieu tai lieu).
Giay bien nhan thong tin, tai lieu, dugc lap thanh ... ban, co gia trj nhu nhau 

giao cho nguai cung cap thong tin, tai lieu 01 ban./.

Ngirdi cung cap thong tin, tai lieu
(Ky, ghi ro ho ten)

Ngu’di nhan
(Ky, ghi ro ho ten, dong ddu - neu co)

Ghi chu:
(1) Ten ca quan, to chuc, don vi tiep cong dan.
(2) Ho ten can bo nhan thong tin, tai lieu, bang chung.
(3) Nguai khieu nai (to cao, kien nghi, phan anh); nguai co lien quan den vii viec khieu nai (to 

cao, kien nghi, phan anh).
(4) Ghi ro ten, s6 trang, tinh trang cua thong tin, tai lieu, bang chung (tai lieu, bang chung la 

ban pho to hoac ban sao cong chung).
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3. Bien ban lam viec khi ticp cong dsin khong co don
bO giAo dug vA dAo tag
TRUONG DAI HOC VINH

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

Nghe An, ngay thdng nam

BIEN BAN LAM VIEC TIER CONG DAN

thangVao hoi gia . .. ngay 

1. Ho ten nguoi TCD: ...

......., tai

Chuc vu:..

2. Ho ten nguoi khieu nai (to cao, kien nghi, phan anh): 

So CCCD/Ho chieu (hoac giay to tuy than):.................

nam

, ngay

/........../.cap: , noicap:

Dia chi:................................................................................................................
•99 A • * • f rTen, d(a chi cua co quan, to chuc, ca nhan hi khieu nai (to cao, kien nghi, phan 

anh):................................................................................................................................

Noi dung, ly do khieu nai (to cao, kien nghj, phan anh):........................
r r r r

Tai lieu lien quan den noi dung khieu nai (to cao, kien nghi, phan anh):
> r r r * r *

Yeu cau giai quyet cua nguoi khieu nai (to cao, kien nghi, phan anh): ..
9 r \

Buoi lam viec ket thuc hoi gid.... phut cung ngay (hoac ngay

/........../.......... )•

Bien ban nay da duoc doc cho nhung nguoi cung lam viec nghe va xac nhan
dudi day.

Bien ban nay duoc lap thanh 02 (hai) ban va giao cho moi ben 01 (mot) ban./.

A A. r • A • v rNguoi khieu nai (to cao, kien nghj, phan anh)
(Ky, ghi rd ho ten, dong ddu)

Nguoi TCD
(Ky, ghi rd ho ten, dong ddu)
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4. Bieu mau so tiep cong dan Truong Dai hoc Vinh

Huong xu* ly
Chuycn 

don 
den co’ 
quan, 

to chuc 
don vj

ThcoHo ten- 
Dia chi - 

CCCD/Ho 
chicu ciia 
cong dan

Phan
loai
don/

Co TraNoi
dung

doiThu
ly d6
giai

quyet

laiquan ketNgay Ghi
chuSTT da dontiep qua

giai
quyet

vu So giai
quyet

vavice nguoi huong
dan co

tham
quyen

1 2 3 4 6 85 7 9 10 11

Trang

(3) Neu cong dan khong co CCCD/Ho chieu thi ghi ede thong tin theo gidy to tuy 
than.

(4) Tom tat noi dung vu vice.

(5) Phan loai don cua cong dan (khieu nai, kien nghi, phdn dnh); so cong dan co 
don cung mot noi dung.

(6) Ghi ro co quan, to chuc, don vi da giai quyet het tham quyen.

(7) Ddnh ddu (X) neu thuoc tham quyen giai quyet.

(8) Ghi ro huong dan cong dan den co quan, to chuc, don vi ndo, so van ban 
huong dan.

(9) Ghi ro ten co quan, to chuc, don vi co tham quyen thu ly giai quyet, so van 
ban chuyen don.

r r\rv 9 £9*

(10) Nguoi tiep dan ghi chep, theo ddi qua trinh, ket qua giai quyet don cua cong 
dan.
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5. Phieu de xuat thu ly don

bO giAo dug vA bAo tag
TRUONG DAI HOC VINH

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Ty do - Hanh phuc
Nghe An, ngay thdng ndm

PHIEU DE XUAT THU LY DON 0)

Kinh gui: Hieu truong Truong Dai hoc Vinh

r r

, Phong Thanh tra Phap che da tiep ong (ba):Ngay thang nam
(2)

So CCCD/H6 chieu (hoac giay td tuy than):
/.........../

r

ngay cap: nai cap:

Bia chi:............................

Co don trinh bay ve vice:

Noi dung vu vice da dugc: 

thang

Sau khi xem xet noi dung dem va cac thong tin, tai lieu, bang chung kem 

theo, de xuat Hieu tru'dng thu ly giai quyet vu vice cua ong (ba): 

theo quy dinh cua phap luat./.

(3)

(4) giai quyet (neu

co) ngay nam

(2)

\ • A ANguoi de xuat
(Ky, ghi rd ho ten)

Phe duyet ciia hieu truong

Ngay..... thdng.......ndm
(Ky, ghi rd ho ten)

Dan khieu nai (to cao, kien nghi, phan anh);
(2) Ho ten nguoi khieu nai (to cao, kien nghi, phan anh);
(3) Tom tat noi dung vu vice
(4) Ngu’di da giai quyet theo tham quyen.

(i)
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6. Cong van huong dan nguoi khicu nai
bO giAo dug vA dAo tao
TRUING DAI HOC VINH

So: /BHV-TTrPC

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

Nghe An, ngay thdng ndm
V/v huong dan nguoi khieu nai

(i)Kinh giri:

, Phong Thanh tra Phap che Truong Dai hoc VinhNgay

da tiep va nhan don khieu nai cua ong (ba):..........

So CCCD/Ho chicu (hoac giay to tuy than):

thang.... nam

^ r

ngay cap: /........../ , noi cap:

Dia chi:..............

Khieu nai ve vice:

Can cu Luat khieu nai nam 2011 va Nghi dinh so 75/2012/ND-CP ngay 

03/10/2012 cua Chinh phu quy dinh chi tiet mot so dieu cua Luat khieu nai;
r r

Sau khi xem xet noi dung don khieu nai, Phong Thanh tra Phap che nhan
r r •> \ ' r

thay khieu nai cua ong (ba) khong thuoc tham quyen giai quyet cua Hieu truong 

Truong Dai hoc Vinh.

Be nghi ong (ba) gui don den:................

xem xet, giai quyet theo quy dinh cua phap luat.

(2)

(3) de dime

HIEU TRUONG
(Ky, ghi ro ho ten, dong ddu)

Noi nhan:
- Nhu tren;
- Luu: HCTH, TTrPC.

(1) Ho ten ngudi khieu nai
(2) Tom tat noi dung khieu nai
(3) Ten co quan, to chuc, dan vi co tham quyen giai quyet.
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7. Cong van huong thin nguoi to cao
BO GIAO DUC VA DAO TAG C0NG HOA XA HOI CHU NGHIA VIET NAM 
TRl/ONG DAI HOC VINH Doc lap - Tir do - Hanh phuc

S6: /BHV-TTrPC Nghe An, ngay thdng nam
V/v hirang dan ngirdi to cao

(i)Kmh giii:

Ngay.....thang.... nam...., Phong Thanh tra Phap chc Truang Dai hoc Vinh

da tiep va nhan dan to cao cua ong (ba):......................

So CCCD/H6 chieu (hoac giay to tuy than): .............................................,

, naicap:...................................................................
r

ngay cap: /........../

Dia chi:.........
r \

To cao ve vice:

Can cu Luat to cao nam 2011 va Nghi dinh so 76/2012/ND-CP ngay 

03/10/2012 cua Chlnh phu quy dinh chi tiet mot so dieu cua Luat to cao;
r r

Sau khi xem xet noi dung dan khieu nai, Phong Thanh tra Phap die nhan 

thay to cao cua ong (ba) khong thuoc tham quyen giai quyet cua Hieu truang 

Truang Dai hoc Vinh.

Be nghi ong (ba) gui dan den: ................

xem xet, giai quyet theo quy dinh cua phap luat.

(2)

(3) de dugc

HIEU TRUONG • ,
(Ky, ghi rd ho ten, dong ddu)

Noi nhan:
- Nhir tren;
- Lu’u: HCTH, TTrPC.

(1) Ho ten ngudi to cao 
Tom tat noi dung to cao

(3) Ten co quan, to chuc, don vi co tham quyen giai quyet.
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8. Cong van chuyen don kien nghj, phan anh 
B0 GlAO DUC VA DAO TAG CONG HOA XA H0I CHU NGHIA VIET NAM 

TRl/O’NG PAI HOC VINH Doc lap - Tu do - Hanh phuc
S6: /DHV-TTrPC Nghe An, ngay thdng nam

V/v chuyen dan kien nghi, phan anh

(i)Kmh giri:

, Truong Dai hoc Vinh da tiep va nhan don kienNgay

nghi phan anh cua ong (ba):...................................

So CCCD/Ho chieu (hoac giay to tuy than):

thang . .. nam
(2)

/........../.ngay cap: , noi cap:

Dia chi: ..

Noi dung:

Can cu khoan 2 Bieu 26 Luat TCD nam 2013, sau khi xem xet noi dung

don, Truong Dai hoc Vinh chuyen don cua ong (ba)..............................

............................ (i) dc xem xet, giai quyet theo quy dinh cua phap luat.

(3)

r

(2) den

HIEUTRlTdNG
(Ky, ghi rd ho ten, dong dciu)

Noi nhan:
- Nhu tren;

(thay tra Idi);(2)
- Lun: HCTH, TTrPC.

(1) Ngudi dung dau ca quan, to chiic, don vi co tham quyen giai quyet
(2) Ho ten ngudi kien nghi, phan anh
(3) Noi dung kien nghi, phan anh
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9. Bieu mau cong van don doc to chirc, don vj cap duoi true tiep thuoc 

truong giai quyet khieu nai, to cao ciia cong dan

B0 giAo dug vA dAo tag
TRUONG DAI HOC V1NH

S6: /BHV-TTrPC

V/v don doc giai quyet to cao cua cong dan

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

Nghe An, ngay thdng nam

(i)Kmh gui:

Ngay.....thang. .. nam.... , Truong Dai hoc Vinh da tiep ong (ba):

So CCCD/H6 chieu (hoac giay to tuy than): .................................

ngay cap:...... /......./......., nai cap:.............................................
Bia chi:...........................................................................
Ve noi dung:.....................................................................
Sau khi xem xet noi dung vu vice, Hieu truong Truong Bai hoc Vinh thay

......................... (2) da qua thdi gian quy dinh nhung chua

(i) giai quyet theo quy dinh ciia phap luat.

Hieu truong Truong Bai hoc Vinh de nghi 

vu viec cua ong (ba)..............
r r

bao ket qua den Hieu truong./.

(2)

(3)

vu vice ciia ong (ba) 

duoc.........................
r

(i) giai quyet 

(2) theo quy dinh cua phap luat va thong

HIEU TRUONG
(Ky, ghi rd ho ten, dong ddu)

Noi nhan:
- Nhu tren;

(thay tra Ibi);(2)
- Liru: HCTH, TTrPC.

(1) Co quan, don vj, ngirdi cap duoi thuoc truong co tham quyen giai quyet
(2) Ho ten ngudi to cao
(3) Tom tat noi dung vu viec va cac van ban chuyen don don doc - neu co.
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• a! ^ ^10. Phieu hen tho'i gian, dja diem tiep cong dan

BO GIAO DUG VA DAO TAO 

TRUQfNG DAI HOC VINH 

S6: /PH-BHV-TTrPC

CONG HOA XA HC)I CHU NGH1A VIET NAM 
Doc lap - Tu’ do - Hanh phuc

Nghe An, ngdy thdng nam

PHIEU HEN
X*# • • A »A AThoi gian, dja diem tiep cong dan

FPhong Thanh tra Phap che, Truong Dai hoc Vinh,
Hen ong (ba):........................................................

So CCCD/Ho chieu (hoac giay to tuy than): .......

, noicap:................................

0)

F

ngay cap: /........../

Bia chi:

(2) vao hoi
•• % • r • Sau khi xem xet noi dung vu vice, Hieu truong Truong Bai hoc Vinh thay vu viec

...................... (2) da qua thoi gian quy dinh nhung chua duoc

(i) giai quyet thco quy dinh cua phap luat.

Khi di de nghi ong (ba) mang theo thong tin, tai lieu, bang chung co lien
F

quan den noi dung

gib..../. yCo mat tai:

cua ong (ba)

<3>./.

TL. HIEU TRU ONG 
TRUONG PHONG

Noi nhan:
0)

(Ky, ghi ro ho ten, dong ddu)-Hieu truong; 
- Luu: TTrPC.

(1) Ho ten nguoi khieu nai (to cao, kien nghj, phan anh);
(2) Dja diem hen TCD
(3) Tom tat noi dung khieu nai (to cao, kien nghi, phan anh).


