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QUYET DINH 
eking bo thu tyc hanh chinh dime thay tht trong linh vtrc 

tiep cong dan thuCic phym vi quan 15/ nha mare ctia Thanh tra Chinh phii 

TONG THANH TRA CHINH PHU 

Can cir Nghi clinh so 50/2018/ND-CP ng?ty 09 thong 4 /lam 
Chinh phu quy clinh chirc nang, nhie'm vu, quyen han va co.  c'ciu to 
Thanh tra Chinh phi 

Can cit. Nghi clinh so 63/2010/ND-CP ngay 08 tiding 6 nam 
Chinh phu ye kiern soot Mit tyc hanh chinh; 

Can cti. Thong tu. s "( f) 04/2021/TT-TTCP ngay 01 thong  10 nam 
Thanh tra Chinh phit quy clinh quy trinh tiep cong dan; 

Theo cle nghi el:az Chanh Van phong. 

2018 ciia 
char cita 

2010 cna 

2021 cna 

QUYET DINH: 

, Dieu 1. Cong b6 kern theo Quy6t dinh nay thu tuc hanh chinh duct thay 
the trong linh vvc tiep cong dan thu8c pham vi quan 1Y nha nu& cua Thanh tra 
Chinh phi" 

Dieu 2. Quye't dinh có hieu luc thi hanh ke's tir ngay kY ban hanh. Bai bo 
cac thu tvc hanh chinh trong linh vuc tiep cong dan quy dinh tai Quyet dinh s8 
3164/QD-TTCP ngay 26 thong 12 nam 2017 cfra Thanh tra Chinh 

Dieu 3. Chanh Van phong, Thu trtromg cac cuc, vu, don vi thuOc Thanh 
tra Chinh phir; cac co quan, to chirc, ca nhan có lien quan chiu trach nhiem thi 
hanh Quy6t dinh nay./.  Oat_ 
Nai  nhtin:A10.' 
- NhIr Di&I 3; 
- TOng Thanh tra Chinh phu (d6 b/c); 
- Cac Pho Tong TTCP; 
- Cue Ki6m soot TTHC (VPCP); 
- Thanh tra BO, ca quan ngang BO; 
- Thanh tra cac tinh, tp true thuOc TW; 
- Cong Th8ng tin din tir TTCP (de clang tai); 
- Lull: VT, KSTTHC. 
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(Ban ha 

HINH DU'QC THAY THE THUOC PHAM VI 
NU15C CUA THANH TRA CHINH PHU 

clinh s a:,113 /QD-TTCP ngayeathangS neim 2022 clia 
Ring Thanh tra Chinh phei) 

PHAN I. DANH MUC THU TUC HANH CHINH 

1. Danh muc thii tyc hanh chinh dime thay the th0c ph4rn vi chIrc nang quail IS/ 
cua Thanh tra Chinh phu 

STT 
SO 116 sa 
TTHC 

Ten TTHC 
dul •c thay 

the 

Ten 
TTHC 

thay the' 

Ten VBQPPL quy 
Binh not dung 

thay the 
Linh v •c 

Co.  quan thtyc 
hien 

1.  2.002176 Thil tuc tiep 
cong dan tai 
cac ca quan 
Trung uang 

nil tuc tiep 
cong dan tai 

Ca quan 
Trung uang 

Thong tu s6 
04/2021/TT-TTCP 
ngay 01/10/2021 

Tie') cong 
dan 

BO, ca quan ngang 
BO, ca quan thuOc 

Chinh phil 

2.  2.002175 Thtil tic tiep 
ding dan tai 

cap tinh 

Thu tic tiep 
cong dan tai 

cap tinh 

Thong tu s6 
04/2021/TT-TTCP 
ngay 01/10/2021 

Tip cong 
dan 

Uy ban nhan dan 
cap tinh, Thanh tra 
tinh, cac co quan 

chuyen mon thuOc 
UBND tinh 

3.  2.002174 Thil tuc tiep 
cong dan tai 
cap huyen 

Thii tuc tiep 
cong dan tai 
cap huyen 

Thong tu so 
04/2021/TT-TTCP 
ngay 01/10/2021 

Ti6p cong 
dan 

Uy ban nhan dan 
cap huyen, Thanh 
tra huyen, cac ca 
quan chuyen mon 

thuOc UBND 
huyen 

4.  2.001909 Thil tuc tiep 
cong dan tai 

cap xa 

Thit tuc tiep 
cong dan tai 

cap xa 

Th6ng tu s8 
04/2021/TT-TTCP 
ngay 01/10/2021 

Tip cong 
dan 

Uy ban nhan dan 
cap xa 
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PHAN II. NO' DUNG CU THE CU TUNG THU TUC HANH CHiNH •

1. Thti tuc tiep cong dan tai co quan Trung tr•ng 

Bulk 1: Xac dinh nhan than cila ding dan 

- Xac dinh nhan than dm ngueyi khieu nai, ngued to cao, ngued 
kien nghi, phan anh: Khi tiep ngueri khieu nai, can bO tiep ding dan 
yeu cau ho neu ro ho ten, dia,chi va xuat trinh giay to tuy than, giay 
gioi thieu, giay uy quyen (neu co); tiep ngueri to cao, ngtreri kien 
nghi, phan anh, can bO tiep cong dan yeu cau ngueri to cao, ngtthri 
kien nghi, phan anh neu ro" ho ten, dia chi lid xuat trinh giay to tuy 
than. 

- Xac dinh tinh hap phap cua ngueri dai dien, nguei dugc uy 
quyen, luat su hoc trg giup vien phap 

+ Truemg hop ca quan, to chirc thirc hien viec khieu nai thong 
qua ngugi dai dien la nguai dimg dau co. quan, to chirc thi nguoi 
tiep cong dan yeu cau nguai dai dien xuat trinh giay gied thieu, giay 
to tuy than. 

+ Trong truerng hop ngued dUng dau co quan, to chirc uy 
quyen cho ngueri dai dien theo quy dinh cua phap luat de thirc 
hien viec khieu nai thi nguad tiep cong dan de nghi nguoi dugc uy 
quyen xuat trinh giay 	tuy than, giay uy quyen cUa nguoi uy 
quyen. 

+ Truong hop nguOi den trinh bay viec khieu nai IA ngueri 
dai dien, nguoi dugc uy quyen cua ngueri khieu nai dugc quy dinh 
tai diem a khoan 1 Dieu 12 Luat Khieu nai thi ngued tiep cong 
dan yeu cau xuat trinh giay to chimg minh viec dai dien, uy quyen 
hop phap hoc giay to khac co lien quan. 

+ Truong hop nguoi den trinh bay la nguoi dai dien, ngubi 
dugc uy quyen hop phap thi nguoi tiep cong dan tien hanh cac thu 
tuc tiep nhu doi veri nguOi khieu nai. 

+ Truong hop nguOi khieu nai uy quyen cho luat su hoc trg 
giUp vien phap lY thirc hien viec khieu nai thi nguoi tiep cong dan 
yeu cau luat su hoc trg giup vien phap lY xuat trinh The luat su, 
The trg giUp 	phap lY va Giay 	quyen khieu nai. 

+ Truong hop cong dan khong có giay uy quyen hoc viec 
uy quyen khong theo dUng quy dinh tai diem a, diem b khoan 1 
Dieu 12 Luat Khieu nai thi nguoi tiep cong dan khong tier) nhan 

Trinh to 
thirc hien 
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116 so vu viec va giai thich ro 1T do, hugng dan dog dan lam eac 
thit tvc can thiet de thuc hien viec khieu nai theo dung quy dinh. 

B.thc 2: Tiep nh4n khieu nai, to cao, kien nghi, phin anh 

1. Khi cong dan den trinh bay true tiep va khong cc') don thi 
nguM tiep cong dan huong dan cong dan viet don khieu nai, to 
cao, kien nghi, phan anh hoac ghi chep day du, trung thuc, chinh 
xac not dung trinh bay dm cong dan; not dung nao chua ro thi de 
nghi cong dan trinh bay them, sau do doe lai cho cong dan nghe 
va de nghi ho 1(3'T ten hoac diem chi xac nhan vao van ban. 

2. Throng hop cong dan den trinh bay va CO don vgi not 
dung cu the, ro rang, co the xac dinh dugc ro tinh chat vu viec va 
co quan c6 tham quyen giai quyet thi ngtred tiep cong dan hugng 
dan cong dan giai don den co quan co tham quyen de dirge xem 
xet, giai quyet theo quy dinh cua phap luat. 

3. Truong hop nhieu ngued den khieu nai, t'6 cao, kien nghi, 
phan anh ve cUng mot not ,dung thi ngtreei tiep cong dan hung 
dan ho nguoi dai dien de trinh bay; ghi lai not dung trinh bay 
va de nghi ngtrgi dai dien 14 ten hoac diem chi xac nhan vao van 
ban. 

4. Trueng hop cong dan trinh bay nhieu not dung, vita co not 
dung khieu nai, vira có not dung to cao, kien nghi, phan anh thi 
ngueri tiep cong dan huang dan cong dan thuc hien viec khieu nai, 
to cao, kien nghi, phan anh theo quy dinh cua phap luat. 

5. Viec tiep nhan, ghi chop not dung khieu nai, t6 cao, kien 
nghi, phan anh va viec huong dan cong dan viet don phai dugc 
ghi vao So tiep cong dan hoac dugc nhap vao phan mem co so dir 
lieu ve tiep cong dan. 

Birk 3: Phan lo#i, xir 1S/ khieu nai, t6 cao, kien nghi, phan anh 
tai not tiep cong dan 

1. Viec phan loaf, xir 1y not dung khieu nai, to cao, kien nghi, 
phan anh dugc can cir vao ban ghi not dung trinh bay hoac don 
cua cong dan va thuc hien theo Thong to s6 05/2021/TT-TTCP 
ngay 01/10/2021 dm Thanh tra Chinh phu quy dinh quy trinh xir 
132 don khieu nai, don t6 cao, don kien nghi, phan anh. 

2. N'T kien trinh bay,  not dung khieu nai, to cao, kien nghi, 
phan anh khong thuctham quyen giai quyet dm co quan, don vi 
tiep cong ,dan thi nguai tiep cong dan hungdan cong dan viec 
don giai den co quan, to chirc co tham quyen giai quyet. 

Tnrong hop not dung thuctham quyen giai quyet dm co 
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quan, dan vi minh thi nguai tiep cong dan tiep nhan cac thong tin, 
tai lieu ,de bao cao nguai c6 tharn quyen gial quyet. Neu cong dan 
cung cap cac thong tin, tai lieu, chtrng cu c6,  lien quan den khieu 
nai, to cao, kien nghi, phan anh thi nguai tiep cong dan xem xet 
de tiep nhAn cac thong tin, tai lieu, chirng cir do. Viec tiep nhAn 
thong tin, tai lieu, chirng dr dugc thuc hien bang giay Bien nhAn 
theo Mau so 02 ban hanh kern theo Thong to s8 04/TT-TTCP 
ngay 01/10/2021 cUa Thanh tra Chinh phir quy dinh quy trinh tiep 
cong dan. 

Cach thdc 
thuc hien 

Cong ,dan den trinh bay true tiep tai Tru so.  Tiep cong dan hoAc 
dia diem tiep cong dan. 

Thanh,  
phan, so 

lugng ho sa 

- Thanh phan ha so', baosom: 
+ Dan khieu nai, dan to cao, don kien nghi, don phan anh hoac 
van ban ghi lai ,n8i dung khieu nai, to cao, kien nghi, phan anh (c6 
chi'k.S./ hoAc diem chi cUa cong dan); 
+ Cac thong tin, tai lieu, bang chirng do nguai khieu nai, to cao, 
kien nghi, phan anh cung cap. 
- SO Itrong ha sa: 011)8 

Thai han 
gial quyet 

Theo khoan 1 Dieu 28 Lu at Tiep cong dan: 
Trong thai han 10 ngay lam viec, ke ti' ngdy tier) nhAn not dung 
khieu nai, to cao, kien nghi, phan anh, nguai tiep cong dan c6 
trach nhiem tra lei true tiep hoAc thong bao bang van ban den 
nguai da den khieu nai, to cao, kien nghi, phan anh. 

Doi tu.911g 
thuc hien 

TTHC 

_ Ca nhan 
- To chdc 

Ca quan 
thuc hien 

TTHC 

- Co' quan có thaw quyen quyet dinh: Thanh tra Chinh phil, B8, ca 
quan ngang B8, ca quan thuc Chinh phu 

Ca quan trirc tiep thyv hien: Ban Tiep cong dan Trung trang 
true thuc Thanh tra Chinh phu; Bi:) phAn tiep cong dan dm cac 
17,8, ca quan ngang b8, ca quan thuc Chinh phil. 

Ket qua 
thuc hien 

TTHC 

Can b8 tiep dan tra lei true tiep hoac co thong bao bang van ban. 

Ten ITC-au 
don, mau 
to khai 

Cac rnau van ban ban hanh kern theo Thong tu.  so 04/2021/TT-
TTCP cua Thanh tra Chinh phu ngay 01/10/2021 quy dinh quy 
trinh tiep cong dan. 

Yeu ca 'u, 
di eu kien 
thuc hien 

Theo Dieu 9, Luat Tiep cong dan, nguai tiep cong clan ti' choi 
tiep nguai den nai tiep cong dan trong cac truang hop sau day: 

1. Nguai trong tinh trang say do dimg chat kich thich, 



Bulk 1: Xac dinh nhan than cua cong dan 

- Xac dinh nhan than cua ngithi khieu nai, nguoi to cao, ngueYi 
kien nghi, phan anh: Khi tiep nguoi khieu nai, can bO tiep cong dan 
yeu cau ho neu ro ho ten, dia,chi 	xuat trinh giay totill)/ than, giay 
gioi thieu, giay uy quyen (neu có); tiep nguoi to cao, nguoi kien 
nghi, phan anh can be) tiep cong dan yeu cau nguoi to cao, nguoi 
kien nghi, phan anh neu rO ho ten, dia chi va xuat trinh giay to tUy 
than. 

- Xac dinh tinh hgp phap cua nguoi dai dien, nguoi dugc uy 
quyen, luat su hoc trq giup vien phap IY: 

+ Truemg hop co quan, to chirc thirc hien viec khieu nai thong 
qua nguoi dai dien la nguoi dUng dau co quan, to chirc thi nguei 
tiep cong dan yeu cau nguoi dai dien xuat trinh giay gioi thieu, giay 
to tily than. 

+ Trong truemg hgp nguoi dUng dau co quan, to chirc fly 
quyen cho ngubi dai dien theo quy dinh cua phap luat de thirc 
hien viec khieu nai thi nguoi tiep cong dan de nghi nguoi dugc uy 
quyen xuat trinh giay 	tuy than, giay uy quyen cua nguoi uy 
quyen. 

+ Truong hgp nguoi den trinh bay viec khieu nai la nguoei 
dai dien, nguoi dugc uy quyen cua ngueri khieu nai dugc quy dinh  

Trinh to 
thuc hien 
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TTHC ngtreei mac benh tam than hoc mot benh khac lam mat kha nang 
nhan thirc hoc kha nang dieu khien hanh vi cua minh; 

2. Nguen 
tiep 

 hanh vi de doa, xilic pham co quan, to chirc,' 
don vi, ngueri tiep cong dan, nguoi thi hanh cong vu hoac có hanh 
vi khac vi pham not quy not tiep cong dan; 

3. Ngtthi khieu 4, to cao ve vu viec d'd giai guy& dung 
chinh sach, phap luat, dugc co quan nha nueec có tham,  guyen 
kiem tra, ra soat, thong bao bang van ,ban va da dugc tiep, giai 
thich, huong dan nhung van co tinh khieu nai, to cao keo dai; 

4. Nhang twang hgp khac theo quy dinh cua phap luat. 

Can cn.  
phap lY cua 

TTHC 

Luat Tiep cong dan nam 2013; Nghi dinh so 64/2014/ND-CP 
ngdy 26/6/2014 quy dinh chi tiet thi hanh mot so dieu cua Luat 
Tie') cong dan; Thong to so 04/2021/TT-TTCP cua Thanh tra 
Chinh phii ngay 01/10/2021 quy dinh quy trinh tiep cong dan. 

2. Thii tuc tiep cong dan tai cap tinh 
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tai diem a khoan 1 Dieu 12 Lu4t Khieu nai thi nguoi tiep cong 
dan yeu cau xu'at trinh giay to chimg minh viec dai dien, uy quyen 
hap phap hoac giay to khac c6 lien quan. 

+ Truang hop nguad den trinh bay la ngued dai dien, nguai 
dugc uy quyen hop phap thi nguai tier) cong dan tien hanh cac thU 
tuc tiep nhu doi voi nguai khieu nai. 

+ Truang hop nguai khieu nai uy quyen cho lulat,str ho4c trg 
giup vien phap 1)"/ thgc hien viec khieu nai thi ngued tiep cong dan 
yeu cau 10t su hoac try. giUp vien phap 1)/ xuat trinh The luaj 
The ft-a giUp vien phap 15/ va Giay Uy quyen khieu nai, 

+ Truang hop cong dan khong co gi'Ay Uy quyen ho4c viec 
uy,quyen khong theo dUng quy dinh tai diem a, diem b khoan 1 
Dieu 12 Lulat Khieu nai thi ngithi tiep cong dan khong tiep nh4n 
hO sa vki,viec va 	thich re■ I)",  do, huOng an cong dan lam cac 
thu tuc can thiet de thgc hien viec khieu nai theo dung quy dinh. 

Buck 2: Tiep nh4n khieu nai, to cao, kien nghi, phan anh 

1. Khi cong dan den trinh bay tru.c tiep va khong c6 dan thi 
ngued tiep cong dan hung dan cong dan viet dan khieu nai, to 
cao, kien nghi, phan anh ho4c ghi chep day dU, trung thgc, chinh 
xac not dung trinh bay cUa cong dan; not dung nao chua re; thi de 
nghi cong dan trinh bay them, sau do doc lai cho cong dan nghe 
va de nghi ho 14 ten hoac diem chi xac nh4n vao van ban. 

2. Truang hop cong dan den trinh bay va c6 dan ved not 
dung cu the, ri5 rang, c6 the xac dinh dugc ro tinh chat vu viec va 
co quan c6 tham quyen giai quyet thi nguai tiep cong dan hung 
clan cong dan girt dan den ca quan c6 tham quyen de dugc xem 
xet, giai quyet theo quy dinh cua phaplu4t. 

3. Truang hop nhieu nguai den khieu nai, to cao, kien nghi, 
phan anh ve cung mot not ,dung thi nguai tiep cong dan huOng 
dan ho cu.  nguai dai dien de trinh bay; ghi lai not dung trinh bay 
va de nghi nguai dai dien k}.7 ten ho4c diem chi )(de nhlan vao van 
ban. 

4. Truang hop cong dan trinh bay nhieu not dung, vim c6 not 
dung khieu nai, vita c6 nOi dung to cao, kien nghi, phan anh thi 
nguai tiep cong dan huang dan cong dan thixc hien viec khieu nai, 
to cao, kien nghi, phan anh theo quy dinh cua phaplu4t. 

5. Viec tier, nhas.n, ghi chep not dung khieu nai, t'6 cao, kien 
nghi, phan anh va viec huang an cong dan viet dan phai dugc 
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ghi vao SO tiep cong dan hoac dugc nhap vao phan mem co so dir 
lieu ve tiep cong dan. 

Birk 3: Phan loci, xtr 13'7 khieu nai, to cao, kien nghi, phan anh 
tai no'i tiep cong dan 

„i,614ig.c.plhkrilog,„x4AM kuat,,k111.61,o42,AckcA92141?-itlgti2.  
phan anh dugc can cir vao ban ghi not dung trinh bay hoac don 
cua cong dan va thyc hien theo Thong to so 05/2021/TT-TTCP 
ngay 01/10/2021 dm Thanh tra Chinh phu quy dinh quy trinh xt:r 
lY don khieu nai, don to cao, don kien nghi, phan anh. 

2. .)?. kien trinh bay,  not dung khieu nai, to cao, kien nghi, 
phan anh khong thuOc tham quyen giai quyet cua co quan, don vi 
tiep cong ,dan thi ngueri tiep cong,  dan huong dan cong dan vier: 
don gui den co quan, to chdc có tham quyen giai quyet. 

Truerng hop not dung thuOc tharn quyen giai quyet cua co 
quan, don vi minh thi nguei tiep cong dan tiep nhan cac thong tin, 
tai lieu de bao cao ngugi có tham quyen giai quyet. Neu cong dan 
cung cap cac thong tin, tai lieu, chirng cu co lien quan den khieu 
nai, t6 cao, kien nghi, phan anh thi ngugi tiep cong dan xem xet 
a tiep nhan cac thong tin, tai lieu, chtrng cir do. Viec tiep nhan 
thong tin, tai lieu, chirng ctr dugc thirc hien bang giay bien nhan 
theo Mau so 02 ban hanh kern theo Thong to so 04/TT-TTCP 
ngay 01/10/2021 dm Thanh tra Chinh phu quy dinh quy trinh tiep 
cong dan. 

Cach thtrc 
thuc hien 

Cong dan den trinh bay truc tiep tai tru so tiep cong dan hoac dia 
diem tiep cong dan 

Thanh 
phan, so 

lacing 116 so 

- Thanh phan 116 so, bao,g6m: 
+ Don khieu nai, don CO cao, dan kien nghi, don phan anh hoac 
van ban ghi laipOi dung khieu nai, to cao, kien nghi, phan anh (co 
chit kY hoac diem chi cua cong dan); 
+ Cdc thong tin, tai lieu, bang chung do nguCYi khieu nai, to cao,' 
kien nghi, phan anh cung cap. 
- SO lacing 116 so: 011)6 

nod han 
giai quyet 

Theo khoan 1 Di'eu 28 Lw;it Tie'', cong dan: 
Trong thi han 10 ngay lam viec, Ice tir ngay tiep nhan not dung 
khieu nai, to cao, kien nghi, phan anh, ngLthi tiep cong dan có 
trach nhiem tra loci truc tiep hoac thong bao bang van ban den 
nguei da den khieu nai, to cao, kien nghi, phan anh. 

Doi along 
tht.rc hien 

TTHC 

_ 
Ca nhan 

- To chirc 
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Ca quan 
thuc hien 

TTHC 

- Cu' quan co tham quyen quyet dinh: Chu tich Uy ban nhan dan 
cap tinh, Chanh thanh tra tinh; Giam doc Si 
- Cu' quan true tiep thuc hien: Ban Ti6p cong dan cap tinh; 1)6 
phan tiep cong dan dia. Thanh tra tinh, cac Se•. 

Ket qua 
thuc hien 

TTHC 

Can 1)0 tiep dan tra 16i true tiep hoac co thong bao bang van ban. 

Ten mau 
dan, mau 

ter khai 

Cac mau van ban ban hanh kern theo Thong to s6 04/2021/TT-
TTCP cua Thanh tra Chinh phil ngay 01/10/2021 quy dinh quy 
trinh tiep cong dan. 

,,u cau,  Ye 
dial kien 
thuc hien 

TTHC 

Theo Dieu 9, Luat Tiep cong dan, ngued tiep cong dan tir chOi , 
tiep nguO•i den nai tiep cong dan trong cac truerng hop sau day: 

1. Ngu•i trong tinh trang say do dung chat kich thich, 
ngixeri mac benh tam than hoac met benh khac lam mat kha nang 
nhan thirc hoac kha nang dieu khien hanh vi cUa minh; 

2. Ngue•i ,c6 hanh vi de doa, xiic pham ca quan, to chirc, 
dan vi, nguefi tiep cong dan, ngta•i thi hanh cong vu hoac c6 hanh 
vi khac vi pham n6i quy nai tiep cong dan; 

3. Nguai khieu nai, to cao ve vu viec da giai quyet ding 
chinh sach, phap luat, throe ca quan nha ntr6c c6 tham,  quyen 
kiem tra, ra soat, thong bao bang van ban va da dugc tiep, giai 
thich, htx6ng dan nhung van co tinh khieu nai, to cao keo dai; 

4. Nhang tru6ng hop khac theo quy dinh dm phap luat. 

Can d• 
phap lf dia. 

TTHC 

Luat Ti'ep cong dan nam 2013; Nghi dinh so 64/2014/ND-CP 
ngay 26/6/2014 quy dinh chi tiet thi hanh met so diL dm Luat 
Tie'p cong dan; Thong to so 04/2021/TT-TTCP dm. Thanh tra 
Chinh phil ngdy 01/10/2021 quy dinh quy trinh tiep cong dan. 

3. Thti tue tiep cong dan tai cap huyen 

Trinh to Buov 1: Mc dinh nhan than dm cong dan 

thuc hien - Xac dinh nhan than dia ngueri khi6u nai, ngtrei to cao, ngtred 
kien nghi, phan anh: Khi tiep ngtx6i khieu nai, can b6 tiep cong dan 
yeu cau ho neu rO ho ten, dia chi va xuat trinh giay t6 tay than, giay 
giai thieu, giay uy quyen (n6u c6); tiep ngu6i to cao, ngtroi kien 
nghi, phan anh can b6 tiep cong dan yeu cau ngtreri to cao, ngtred 
kien nghi, phan anh neu ro ho ten, dia chi va xuat trinh giay to tiry 
than. 

Xac dinh tinh hop pha 	ngue•i dai dien, ngue•i dugc uy 
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quyen, luat six ho4c trg giup vien phap 1)'7: 

+ Tnxerng hop ca quan, -CO chirc thuc hien viec khieu nai thong 
qua nguai dai dien la nguai dung dau ca quan, to chirc thi nguai 
tier) cong dan yeu cau ngu6i dai dien xuat trinh giay giai thieu, giay 
0 thy than. 

+ Trong truerng hop nguai dung dau ca quan, to chirc uy 
quyen cho nguai dai dien theo quy dinh cua phap luat de thuc 
hien viec khieu nai thi nguai tiep cong dan de nghi ngi0i dugc uy 
quyen xuat trinh giay to tily than, giay uy quyen dia nguai fly 
quyen. 

+ Truang hop nguai den trinh bay viec khieu nai la nguai 
dai dien, nguai dugc uy quy'en cua nguai khieu nai dugc quy dinh,  
tai diem a khoan 1 Dieu 12 Luat Khieu nai thi nguai tiep cong 
dan yeu cau xuat trinh giay to chUng minh viec dai dien, uy quyen 
hop phap hoac giay to khac c6 lien quan. 

+ Truang hop nguai den trinh bay la nguai dai dien, nguai 
dugc uy quyen hop phap thi nguai tiep cong dan tien hanh cac thu 
tuc tiep nhu doi vai nguai khieu nai. 

+ Truang hgp nguai khieu nai by quyen cho luat,su hoac trg 
giUp vien phap l)',  thgc hien viec khieu nai thi nguai tiep cong dan 
yeu cau luat six hoac trg giUp vien phap l)"/ xuat trinh The luat su, 
The trg giup vien phap va Giay uy quyen khieu nai. 

+ Truang hop cOng dan khong c6 gidy uy quyen hoac viec-
uysquyen khOng theo dung quy dinh tai diem a, diem b khoan 1 
Dieu 12 Luat Khieu nai thi ngueri tiep cong dan khong tiep nhan 
ho so' vu viec va giai thich ro VT do, hu6ng an cOng dan lam cac 
thn tuc can thiet de thgc hien viec khieu nai theo dung quy dinh. 

Buck 2: Tiep nh4n khieu nai, to eau, kien nghi, phan anh 

1. Khi cong dan den trinh bay true tiep va khong c6 dan thi 
nguai tiep cong dan twang dan cong an viet dan khieu nai, to 
cao, kien nghi, phan anh hoac ghi chop day du, trung dux, chinh 
xac not dung trinh bay dm cOng dan; not dung nao chua r8 thi de 
nghi,  cong dan trinh bay them, sau d6 doc lai cho cong dan nghe 
va de nghi ho 1()'7 ten ho;ac diem chi xac nhan vao van ban. 

2. Truang hop cong dan den trinh bay va co dan v6i not 
dung cu the, ro rang, c6 the xac dinh dugc ro tinh chat vu viec va 
ca quan c6 tham quyen giai quyet thi nguei tiep cong dan huang 
dan cong dan gui dan den ca quan c6 tham quyen de dugc xem  
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xet, giai guy& theo quy dinh cua phap luat. 

3. Trtrong hop nhieu ngtx6i d'L khieu nai, to cao, kien nghi, 
phan anh ye cung met net ,dung thi ngtrad tiep cong dan htrang 
an ho dr ngtred dai din de trinh bay; ghi lai nei dung trinh bay 
va de nghi ngubi dai dienk)"/ ten hoac diem chi xac nhan vao van 
ban. 

4. Trtrang hop cong dan trinh bay nhieu nei dung, vim có nei 
dung khieu nai, vita có nei dung to cao, kien nghi, phan anh thi 
ngtrari tiep cong dan twang an cong an thirc hien viec khieu nai, 
to cao, kien nghi, phan anh theo quy dinh cua phap luat. 

5. Viec tiep nhan, ghi chop nei dung khieu nai, to cao, kien 
nghi, phan anh va viec htx6ng an cong dan viet don phai &roc 
ghi vac) SO tiep cong dan hoac cluvc nhap vao phan mem co sa &I 
lieu ye tiep cong dan. 

Bulk 3: Phan loci, xi,' 1ST khieu nai, to cao, kien nghi, phalli anh 
tai noi tiep cong dan 

1. Viec phan loci, xirl)'/ nei dung khieu nai, to cao, kien nghi, 
phan anh throe can cir vao ban ghi nei dung trinh bay hoac don 
dm cong dan va thirc hien theo Thong to se 05/2021/TT-TTCP 
ngdy 01/10/2021 cua Thanh tra Chinh phil quy dinh quy trinh xir 
1S,  don khieu nai, don t6 cao, don kien nghi, phan anh. 

2. )'( kien trinh bay,  nei dung khieu nai, to cao, kien nghi, 
phan anh khong thuec than' quyen giai quyet dm co quan, don vi 
tiep cong ,dan thi ngtrari tiep cong dan huOng an cong dan viet 
don giri den co quan, to chic có than' quyen giai quyet. 

Trubng hop nei dung thuec tham quyen giai guy& cua co 
quan, don vi minh thi ngtroi tiep cong dantiep nhan cac thong tin, 
tai lieu ,de bao cao ngtroi co tham quyen giai quyet. Neu cong dan 
cung cap cac thong tin, 61 lieu, chirng dr co,  lien quan den khieu 
nai, to cao, kien nghi, phan anh thi ngtroi tiep cong dan xem xet 
de tiep nhan cac thong tin, tai lieu, chimg dr do. Viec tiep nhan 
thong tin, tai lieu, chirng ctr duvc thirc hien bang giay bier' nhan 
theo Mau so 02 ban hanh kern theo Thong to se 04/TT-TTCP 
ngdy 01/10/2021 cua Thanh tra Chinh phi:i quy dinh quy trinh tier) 
cong dan. 

Cach thirc Cong dan den trinh bay trkrc tiep tai Tru so Tie') cong dan hoac 
thirc hien dia diem tiep cong dan , 

Thanh - Thanh phan ho so, bao,gom: 
phan, so + Don khieu nai, don to cao, don kien nghi, don phan anh hoac 

luvng ho so van ban ghi lai nei dung khieu nai, to cao, kien nghi, phan anh (co 
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chit 1c3',  hoac diem chi da cong dan); 
+ Cac thong tin, tai lieu, bang chi ng do ngu6i khieu nai, to cao, • 
kien nghi, phan anh cung cap. 
- S6 luting h6 so: 01 b6 

Thoi han 
giai quy& 

Theo khocin 1 Didu 28 Ludt Tidp cong dan: 
Trong theei han 10 ngay lam viec, Ice -lir ngay tiep nhan n6i dung 
khieu nai, t6 cao, kien nghi, phan anh, nguad tiep cong dan c6 
trach nhiem tra lei truc tiep hoSc thong bao bang van ban den 
nguoi da den khieu nai, to cao, kien nghi, phan anh. 

Doi tuglig 
thuc hien 

TTHC 

_ Ca nhan 
- T6 clulc 

Co quan 
thgc hien 

TTHC 

- Ca quan có thdm quydn guy& dinh: Chu tich Uy ban nhan dan 
cap huyen, Chanh thanh tra huyen, Truang phong chuyen mon, 
true thu6c UBND cap huyen. 
- Co. quan true tiep thuc hien: Ban Tiep cong dan cap huyen, 
Thanh tra huyen; cac phong chuyen mon true thu6c UBND cap 
huyen. 

Ket qua 
thuc hien 

TTHC 

Can N tie'p dan tra lei tru. c tiep hoac co thong bao bang van ban. 

Ten mau 
don, mau 
to khai 

Cac mau van ban ban hanh kern theo Thong to s6 04/2021/TT-
TTCP dm Thanh tra Chinh plul ngay 01/10/2021 quy dinh quy 
trinh tiep cong dan. 

Yeu cAu, 
dieu kien 
thuc hien 

TTHC 

Theo Dieu 9, Luat Tiep cong dan, ngtred tiep cong dan tir choi 
tiep nguoi den not tiep cong dan trong cac trueng hop sau day: 	• 

1. Ngtrefi trong tinh trang say do dung chat kich thich, 
ngtroi mac benh tam than ho'Sc mot benh khac lam mat kha nang 
nhan thirc hoac kha nang dieu khien hanh vi dm minh; 

2. Nguei Co,  hanh vi de doa, xilc pham co quan, t6 chirc, 
don vi, ngtr6i tiep cong dan, ngtred thi hanh ding vu hoac c6 hanh 
vi khac vi pham n6i quy not tiep cong dan; 

3. Ngueli khieu nai, to cao ve vu viec da giai quyet &mg 
chinh sach, phap luat, duce co quan nha nu6c CO tham,  quyen 
kiem tra, ra soat, thong bao bang van ban va da dugc tiep, giai 
thich, huOng dan nhung van co tinh khieu nai, to cao keo dai; 

4. Nhang tru6ng hop khac theo quy dinh ctia phap luat. 

Can dr 
_phap l/ dm 

Lust Tiep cong dan nam 2013; Nghi dinh s6 64/2014/ND-CP 
ngay 26/6/2014 quy dinh chi ti6t thi hanh mot s6 dieu dm Luat 
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TTHC Tiep cong dan; Thong to so 04/2021/TT-TTCP cua Thanh tra 
Chinh phu ngay 01/10/2021 quy dinh quy trinh tiep cong dan. 

  

4. Tiep cong dan tai cap xa 

Trinh to Bulk 1: Mc dinh nhan than cilia cong dan 

thuc hien - Xac dinh nhan than cua nguoi khieu nai, ngtthi to cao, nguM 
kien nghi, phan anh: Khi tiep nguoi khieu nai, can b6 tiep cong dan 
yeu cau ho neu rO ho ten, dia,chi va xuat trinh giay to thy than, giay 
gioi thieu, giay uy quyen (neu c6); tiep ngued to cao, ngu.O.i kien 
nghi, phan anh can b6 tiep cong dan yeu cau ngtr6i to cao, ngu6i 
kien nghi, phan anh neu 1.6 ho ten, dia chi va xuat trinh giay to thy 
than. 

- Xac dinh tinh hop phap cua nguoi dai dien, nguoi dugc uy 
quyen, luat su hoc trg giup vien phap ly: 

+ Twang hop co quan, to chdc thuc hien viec khiL nai thong 
qua nguoi dai dien la nguoi dimg ddu co quan, to chirc thi nguoi 
tiep cong dan yeu cau nguoi dai dien xuat trinh giay gi6i thieu, giay 
to thy than. 

+ Trong truong hop nguoi dimg ddu co quan, to chirc uy 
quyen cho nguoi dai dien theo quy dinh cua phap ludt de thuc 
hien viec khieu nai thi nguoi tiep cong dan de nghi nguoi dugc uy 
quyen xuat trinh giay the thy than, giay uy quyen cua nguoi uy 
quyen. 

+ Truemg hop nguoi den trinh bay viec khieu nai la nguoi 
dai dien, nguoi dugc uy quyen cua nguoi khieu nai dugc quy dinh 
tai diem a khoan 1 Dieu 12 Ludt Khieu nai thi nguoi tiep cong 
dan yeu cau xuat trinh giay to chi:mg minh viec dai dien, uy quyen 
hop phap ho'ac giay to khac c6 lien quan. 

+ Tru&ng hop nguOi den trinh bay la nguoi dai dien, nguoi 
dugc uy quyen hop phap thi nguoi tiep cong dan tien hanh cac thu 
tuc tiep nhts doi v6i ngu6i khieu nai. 

+ TruOng hop nguoi khieu nai uy quyen cho ludt,su 	try 
giup vien phap ljr thuc hien viec khieu nai thi nguoi tiep cong dan 
yeu cau luat su ho-ac trg giUp vien phap 1T xuat trinh The ludt stx, 
The trg giup vien phap ly va Giay uy quyen khieu nai. 

+ Truong hop cong dan khong c6 gidy uy quyen ho4c viec 
uy quyen khong theo dUng quy dinh tai diem a, diem b khoan 1 
Dieu 12 Ludt Khieu nai thi nguoi tiep cong dan khong tiep nhlan 
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116 so' vu viec va giai thich rO 1)"/ do, huerng dAn cong dan lam cac 
thn tuc can thiet de thirc hien viec khieu nai theo dUng quy dinh. 

Bulk 2: Tiep nhan khieu nai, to cao, kien nghi, phan anh 

1. Khi cong dan den trinh bay trgc tiep va khong c6 don thi 
ngued tiep cong dan huOng dan cong dan viet don khieu nai, to 
cao, kien nghi, phan anh hoac ghi chep day du, trung thirc, chinh 
xac not dung trinh bay cua cong dan; not dung nao chua rO thi de 
nghi cong dan trinh bay them, sau do doc lai cho cOng dan nghe 
va de nghi ho V ten hoac diem chi xac nhan vao van ban. 

2. Truemg hop cong dan den trinh bay va c6 don v6i not 
dung cu the, Hi rang, co the xac dinh dugc ro tinh chat vu viec va 
co quan c6 tham quyen giai quyet thi ngueyi tiep cong,  dan huorig 
dan cong dan ph don den co quan co tham quyen de dugc xem 
xet, giai quyet theo quy dinh cua phap luat. 

3. Truong hop nhieu ngu6i den khieu nai, t6 cao, kien nghi, 
phan anh ve ding mot not ,dung thi ngued tiep cong dan hu6ng 
dan ho cir ngued dai dien de trinh bay; ghi lai not dung trinh bay 
va de nghi ngued dai dien V ten hoac diem chi xac nhan vao van 
ban. 

4. Truaing hop cong dan trinh bay nhieu not dung, vim c6 not 
dung khieu nai, vita c6 not dung to cao, kien nghi, phan anh thi 
ngued tiep cong dan hu6ng dan cong dan thirc hien viec khieu nai, 
to cao, kien nghi, phan anh theo quy dinh cua phap luat. 

5. Viec tiep nhan, ghi chep not dung khieu nai, 	cao, kien 
nghi, phan anh va viec huong dan cong dan viet don phai dugc 
ghi vao So tiep cong dan hoac dugc nhap vao phan mem co s6 
lieu ve tiep cong dan. 

Btr&c 3: Phan loci, 	17 khieu nai, to cao, kien nghi, phan anh 
tai no'i tiep cong dan 

1. Viec phan loai, xir ly not dung khieu nai, t6 cao, kien nghi, 
phan anh dugc can cir vao ban ghi not dung trinh bay hoac don 
cua cong dan va thirc hien theo Thong to s6 05/2021/TT-TTCP 
ngdy 01/10/2021 cua Thanh tra Chinh phU quy dinh quy trinh xir 
17 dan khieu nai, dun to cao, don kien nghi, phan anh. 

2. Y kien trinh bay,  not dung khieu nai, t6 cao, kien nghi, 
phan anh khOng thu6c tham quyen giai quyet cua co quan, don vi 
tiep cOng ,dan thi nguei tiep cong dan huong dan cong dan viet 
don giri den co quan, tO chdc c6 tham quyen giai quyet. 

Truerng hop not dung thuOc tham quyen giai guy& cua co 
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quan, dart vi minh thi nguoi tiep cong dan tiep nhan cac thong tin, 
tai lieu ,de bac, cao nguoi có tham quyen gial quyet. Neu cong dan 
cung cap cac thOng tin, tai lieu, chirng cir có,  lien quan den khieu 
nai, to cao, kien nghi, phan anh thi nguoi tiep cong dan xem xet 
de tiep nhan cac thong tin, tai lieu, chirng cir do. Viec tiep nhan 
thong tin, tai lieu, chirng cir dugc thirc hien bang giay Bien nhan 
theo Mau so 02 ban hanh kern theo Thong to so 04/TT-TTCP 
ngdy 01/10/2021 dm Thanh tra Chinh phu quy dinh quy trinh tiep 
cong dan. 

Ca.ch thirc 
thkrc hien 

Cong dan den trinh bay trirc tiep tai Tru sa Tiep cong dan hoac 
dia diem tiep cong dan 

Thanh 
phan, s6 

lugng ho so 

- Thanh phan ho so, bao Om: 
+ Don khieu nai, don to cao, don kien nghi, dan phan anh hoac 
van ban ghi lai 

diem 
 dung khieu nai, to cao, kien nghi, phan anh (co 

chirkSr hoac diem chi cua cong dan); 
+ Cac thong tin, tai lieu, bang chirng do nguoi khieu nai, to cao, 
kien nghi, phan anh cung cap. 
- SO lugng hiS so: 01 bO 

Thad han 
giai quyet 

Theo khoan 1 Dieu 28 Ludt Tiep cong dan: 
Trong theri han 10 ngdy lam viec, ke tix ngdy tiep nhan not dung 
khieu nai, to cao, kien nghi, phan anh, nguoi tiep cong dan có 
trach nhiem tra led trvc tiep hoac thong bao bang van ban den 
nguoi da den khieu nai, to cao, kien nghi, phan anh. 

Doi argng 
thuc hien 

TTHC 

_ Ca nhan 
- To chtirc 

Co quan 
thvc hien 

TTHC 

- Co' quan co tham quyen quyet dinh: Chu tich UBND cap xa 
- Ca quan trvc tiep thy'c hien: UBND cap xa. 

Ket qua 
thuc hien 

TTHC 

Can bO tiep dan tra led trvc tiep hoac co thong baobang van ban. 

Ten m eau 
don, rnau 
to khai 

Cac mau van ban ban hanh kern theo Thong tu.  so 04/2021/TT-
TTCP dia. Thanh tra Chinh phil ngdy 01/10/2021 quy dinh quy 
trinh tiep cong dan. 

-,u ea ;.u, Ye 
dieu kien 
thkrc hien 

TTHC 

Theo Dieu 9, Luat Tiep cong dan, nguoi tiep cong dan tir choi 
tiep 	den nai tiep cong dan trong cac truem h 	sau da tieP 	 o 	ton g 	g 	" 	- 

y. 
1. 
mac 	

trong tinh trang say do dung chat kich thich, 
nguoi mac benh tam than hoac mot benh khac lam mat kha nang 
nhan thirc hoac kha nang dieu khien hanh vi dm minh; 
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2. NgtriYi co hanh vi de doa, 'clic pham co quan, t6 chirc, 
don vi, nguoi tiep cong dan, nguiYi thi hanh cong vu hoac có hanh 
vi khac vi pham not quy nai tiep cong dan; 

3. Nguoi khieu nai, to cao ve vu viec da giai guy& dung 
chinh sach, phap luat, dugc co quan nha nuO.c có tham,  quyen 
kiem tra, ra sok, thong bao bang van ban va da dugc tiep, giai 
thich, huong dan nhung van co tinh khieu nai, to cao keo dai; 

4. Nhilng truong hop khac theo quy dinh dm phap luat. 

Can cir Luat Tiep cong dan nam 2013; Nghi dinh s6 64/2014/ND-CP 
phap 15,  dm ngay 26/6/2014 quy dinh chi ti6t thi hanh mot so dieu cua Luat 

TTHC Tiep cong dan; Thong to s(', 04/2021/TT-TTCP dm Thanh tra 
Chinh phu ngay 01/10/2021 quy dinh quy trinh tiep cong dan. 
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P111,1 LIJC 

Cac marl van ban trong qua trinh tiep cong dan ban hanh kern theo Thong 
fir s6 04/2021/TT-TTCP ngay 01/10/2021 cua Thanh tra Chinh phir 

Mau s6 01 Thong bao ve vi& tir ch6i tiep cong dan 

Mau s6 02 	GiAy bien nh4n thong tin, tai lieu 
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Mau so 01 

	 (1) LONG HOA XA HOI CHU NGHIA VItT NAM 

	 (2) 	DO 14p - Tn. do - Hanh phtic 

S6: /TB- ..... (2) 	 ngay thang nam 

THONG BAO 
Kinh 	 (3) 

Ngay thong nam 	6ng (ba) 	 (3) 
So CMND/HO chieu (hoac giAy ter My than): ..., ngay cap: 	cap 

Dia chi: 	 den 	(2) a khiL nai (t6 cao) ve viec 	 
(4) 

Vu viec da,dugc giai quyet dimg chinh sach, phap ltat, duge co quan nha nu& 
co tham quyen kiem tra, ra soat va thong bao tra loi bang van ban theo dung quy dinh 
cua phap luSt. 

Can dr khoan 3 Dieu 9 Lust Tiep cong dan, 	(2) tir chi tiep nh6n not 
dung khieu nai (th cao) ctla ong (ba) 	  (3) va thong bao de 'Ong (ba) 
duoc biet./. 

Noi nh(in: 	 Thu tru*ng, quan, to chirc, do'n vi 
- Nhtr tren; 	 ghi r5 ho ten, clang dent) 
- (1) ... 	b/c); 
- (5) ... (de p/h); 
- Lau: VT, 116 so. 

Ghi chti: 

(1) Ten co quan, t6 chirc, dun vi cap tren trkrc tip (n6u co). 

(2) Ten co quan, t6 chirc, dun vi tip cong dan. 

(3) H9 ten ngtr6i khi6u nai (t6 cao). 

(4) Tom tat not dung khi6u nai (t6 cao). 

(5) Ten co quan, t6 chirc, dan vi, ca nhan có lien quan. 
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Mau s6 02 

	 (1) CQNG HOA XA, HOI CHU NGHiA VIET NAM 

	 (2) 	 DOc lap - Tu. do - Hanh phtic  

......., ngay 	thang 	nam 

GIAY BIEN NHAN 
Thong tin, tai lieu 

Vao gier ngdy thang nam 	 (2) 

Toi la 	 (3) Chirc vu: 	  

Da nhan cua Ong (ba) 	 (4) 

So CMND/I-10 chieu (hoac giay 0 tily than): ..., ngdy cap: .../.../..., no• cap 	 
Dia chi: 	 cac thong tin, tai lieu sau: 

(5) 

2 	  

3 	  

Giay bien nh4n thong tin, tai lieu, dirge lap thanh ... ban, giao cho ngirei cung cap 
thong tin, tai HO 01 ban./. 

Ngtrei cung cap thong tin, tali lieu 	 Ngu*i nh4n 
(K)5, ghi ho ten, gong deu - neu ghi ho ten) 

có) 

Ghi chti: 

(1) Ten co.  quan, to chac, don vi cap tren (neu có). 

(2) Ten co• quan, to chac, don vi tiep cong clan. 

(3) Ho ten can bO nhan thong tin, tai lieu, bang chang. 

(4) Ngua• khieu nai (th cao, kien nghi, phan anh); ngt•oi có lien quan den vu viec khieu nai (CC') 
cao, kien nghi, phan anh). 

(5) Ghi rO ten, so trang, tinh trang cua thong tin, tai lieu, bang chirng (tai lieu, bang chirng la 
ban ph6 to hoac ban sao cong chirng). 
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