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TONG CONG TY SONG DA
C6NGTYC6PHKNS6NGDA~5

03 ~~ ro
S6: .... ./CTSOS-HDQT

CONG HoA xi\. HOI CHU NGHIA Vr~T NAM
DQc l~p - Tu do - Hanh phuc

Gia Lai. ngdy 15 thong OJ ndm 2005

QUYET D~NH CUA H(H DONG QUAN TR~
CONG TY CO PHAN SONG DA 505

Ve viec ban hanh NQi quy tiep cong dan cua Giarn doc Cong ty
va cua Chi huy truong VPDD true thuoc Cong ty.

H(n DONG QUA.N TR~ CONG TY CO PHAN SONG DA 505
- Can ctr Quyet dinh so 980/QD-BXD ngay 22 thang 06 nam 2004 cua BQ

xay dung v~ viec chuyen d6i Xi ughiep Song Da 50S - Cong ty Song Da thanh
Cong ty c6 phan Song Da 50S va dieu l~ t6 chtrc hoat dong cua Cong ty;

- Can ctr ghi dinh so 244/HDBT ngay 30/6/1990 cua HQi dong BQ tnrong
v~ t6 chirc he thong thanh tra ha l1l10C va bien phap bao dam hoat dong thanh
tra;

- Thuc hien Chi thi cua Thu urong Chinh phu ngay 11/9/200] va Chi th] so
OS/BXD- TTr cua BQ truong BQ Xay dung v~ tang cuong cong tac tu thanh tra,
kiern tra va giai quyet van d~ lien quan den cac don, thu khieu nai, to cao;

- Can cii' Quyet dinh so 128/ TCT- TCDT ngay 10/3/2003 cua HQi dong
quan tri T6ng cong ty. Ban hanh Quy che hoat dong cua cong tac Thanh tra Tong
cong ty, Thanh tra cua Thu truong don vi thanh vien true thuoc T6ng cong ty;

- Can ctr Quyet dinh 22S/TCT- TTr- TCDT ngay 02 thang 5 nam 2003 cua
HDQT T6ng cong ty v/v ban hanh noi quy tiep cong dan cua TCT va thu truong
cac don vi true thuoc;

Xet d~ nghi cua ong Giam doc Cong ty,

QUYETD~NH:
Dieu I: Ban hanh kern theo quyet dinh nay la "NQi quy tiep cong dan"

cua Giam doc Cong ty va cua ChI fiuy tnrong VPDD tnrc thuoc Cong ty.

Dieu II: Qi quy tiep cong dan cua Giam doc Cong ty va ChI huy twang
VPDD true thuoc Cong ty co hieu luc thi hanh, k~ tir ngay ban hanh.

Dieu III: Cac ong: Giam doc; Ke toan tnrong; Truong ban thanh tra; cac
truong phong Cong ty; ChI huy tnrong VPDD tnrc thuoc can cu quyet dinh thuc
hien , / '

Noi nhdn:
- hu dieu III,
- TCT,
- Dang uy Cong ty.
- Cong doan
- DTN & Ban nu' c6ng ,
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(>I QUY TIEP CONG DAN
CUA GIAM DOC CONG TY

VA CUA cni HUY TRUONG VPDD TRlJC THUOC CONG TY.
(Ban hanh kern theo Quyet dinh s6: /CT505- HDQT

ngay 15 thang 01 nam 2005 cua Chu tich Cong ty ).

Phan I
HUNG QUY D~ H CHUNG

1- Giarn doc Cong ty; ChI huy tnrong VPDD true thuoc la nguoi tnrc tiep
tiep cong dan va t6 chirc viec tiep cong dan den trinh bay khieu nai, t6 cao, kien
nghi, phan anh nhimg cong viec lien quan den khieu nai, t6 cao; d~ nghi giai
quyet nhirng van d~ chinh dang lien quan den quyen va 19i Ich cua ban than cong
dan hoac cho tap the.

2- Truong h9P duoc Giarn doc uy quyen; la Ph6 giam doc thuong true;
thay mat Giam doc Cong ty tnrc tiep, tiep cong dan tai noi tiep cong dan.

3- Thanh tra Cong ty; Chi huy tnrong VPDD true thuoc thirc hien viec
thuong true tiep cong dan, ghi chep day du noi dung chinh dang v~ nhirng kien
nghi, phan anh cua cong dan. Bao cao d~ Lanh dao Cong ty c6 bien phap chi
dao, giai quyet kip thai.

4- Viec tiep cong dan den khieu nai, t6 cao, dira don khieu nai, t6 cao
hoac kien nghi giai quyet nhung cong viec lien quan den quyen, va 19i ich cua
ban than cong dan diroc tien hanh tai noi tiep cong dan.

5- Tai co quan Cong ty va tru sa lam viec cua cac don V! true thuoc, noi
tiep cong dan phai duoc b6 trf thuan tien, bao dam cac dieu kien can thiet, d~
cong dan trinh bay khieu nai, t6 cao, kien nghi, phan anh lien quan den khieu
nai , t6 cao hoac nhung d~ nghi lien quan den quyen va 191 ich cua cong dan duoc
de dang, thuan 19i. ,.

6- Lich tiep cong dan duoc thong nhar thirc hien trong pham vi to an Cong
ty vao buoi sang thir 6 hang tuan.

7- Cac don V! true thuoc, phai thuong xuyen bao cao v~ Cong ty qua thanh
tra Cong ty tong h9P, viec thuc hien tiep cong dan va bien phap xu ly don thu,
khieu nai, t6 cao, kien nghi, phan anh lien quan den khieu n<;11,t6 cao hoac nhimg
de nghi lien quan den quyen va 19i ich cua cong dan.

Phan II
NOI QUY TIlfp CONG DAN

AI· Nguo-i tiep cong dim co trach nhiern:
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1- Tiep nhan, giai quyet nhirng khieu nai, to cao, kien nghi, phan anh lien
quan den khieu nai, to cao. Hoac nhfrng van d~ lien quan den quyen va 19'i ich
cua cong dan.

2- Huong dan cong dan thuc hien quyen khieu nai, to cao.

3- Giu' bi mat ho ten, dia chi, but tich cua ngiroi to cao khi nguoi to cao co
yeu cau chinh dang.

4- ghiern earn viec can tro, gay phien ha, sach nhieu doi voi cong dan
den khieu nai, to cao, kien nghi, phan anh nhirng vice lien quan den quyen, 19'i
ich cua cong dan,

S- Giai quyet dirt diem nhirng khieu nai, to cao, kien nghi, phan anh nhlIng
viec lien quan den quyen, 19'i ich cua cong dan thuoc tharn quyen. Khong duoc
ne tranh, dun d~y len ca quan cap tren,

B/ Nguoi den khieu nai, t6 cao tai noi tiep cong dan co cac quyen va
nghia VI,l sau day:

1- Phai co noi dung bang van ban C~I the, chinh dang v~ khieu nai, to cao
hoac nhirng van d~ lien quan den quyen, 19'i Ich cua cong dan.

2- Tuan thu sir huang dan cua nguoi tiep cong dan a noi tiep cong dan.

3- Trinh bay trung thuc sir viec, cung cap tai lieu lien quan den noi dung
khieu nai, to cao cua minh hoac nhirng van d~ lien quan den quyen, 19'i ich cua
cong dan. Ky xac nhan va chiu trach nhiern hoan toan v~ nhirng noi dung da
trinh bay.

4- Duoc huang dan, giai thich viec thuc hien quyen khieu nai, to cao.

S- Cir dai dien h9'P phap, d~ trlnh bay voi nguoi tiep cong dan trong truong
h9'P co nhieu nguoi khieu nai, to cao v~ cung mot noi dung.

6- Duoc khieu nai, to cao v~ nhirng hanh vi sai trai, can tro, gay phien ha,
sach nhieu cua nguoi tiep cong dan.

7- ghiern earn viec 19'i dung dan chu d~ gay roi, lam mat trat tu 6 noi
tiep cong dan, vu cao, xuc pharn uy tin, danh du cua don vi, cua nguoi thi
hanh nhiern vu hoac gay phirc tap them nhirng khieu nai, to cao, kien nghi,
phan anh nhirng viec lien quan den quyen, 19'i ich cua cong dan.

Phan III
KHEN THUONG VA xu LY VI PHAM

1- Dan vi, ca nhan co thanh tich thirc hien noi guy tiep cong dan trong viec
giai quyet khieu nai, to cao, hoac nhirng van d~ lien quan den quyen, 19'i Ich cua
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cong dan nham kip thai ngan ngira thiet hai cho don vi, cho ca nhan thl duoc
khen thuong theo quy dinh chung cua Cong ty.

2- guoi tiep cong dan neu co mot trong cac hanh vi sau day thi tuy theo tinh
chat, mire do vi pham ma bi xu 19 ky luat, hoac bi truy CUu trach nhiem hinh SL!:

- Thieu trach nhiem trong viec tiep cong dan;

- Gay phien ha, sach nhieu hoac can tra nguoi den trinh bay khieu nai, to
cao, kien nghi, phan anh;

- Vi pham noi quy, quy che tiep cong dan;

- Khong kip thai xu 19 hoac lam sai lech cac thong tin, tai lieu do nguoi
khieu nai, to cao, kien nghi, phan anh cung cap;

- Vi pham cac quy dinh khac cua phap luat v~ viec tiep cong dan.

3- giroi nao co mot trong cric hanh vi sau day thi tuy theo tfnh chat, mire
d(> vi pham ma bi xu 19 ky luat, xu phat hanh chinh hoac bi truy ciru trach nhiern
hinh su; neu gay thiet hai thi phai boi thuong theo quy dinh cua phap luat:

- Kich dong, ctrong ep, du d6, mua chuoc nguci khac khieu nai, to cao sai
su' that;

- Loi dung viec khieu nai, to cao d~ xuyen tac, vu khong, gay roi trat tu, gay
thiet hai cho don vi, ca nhan;

- T6 cao sai su that:. .'
- De doa, tra thu, xiic pham nguoi khieu nai, to cao, nguoi co trach nhiem

giai quyet khieu nai, to cao;

- Vi pham cac quy dinh khac cua phap luat v~ khieu nai, to cao.

Phan IV
TO CHtrC THVC HI~N

- Noi quy tiep cong dan cua 9iam doc va Chi huy tnrong VPDD true thuoc
Cong ty ban hanh Ian nay, thay the cho cac quy dinh tiep cong dan tnroc day.

- Trang qua trinh thuc hien co gl vuong mac hoac chua hop 19, cac don V! co
van ban gap 9 gin v~ Cong ty qua phong T6 chirc - Hanh chinh tong hop, bao cao
G iam doc Coug ty , xem x et sua d6i, hoan th ien c h o ph u hop . / .
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TONG CONG TY SONG DA
C6NGTYC6PHXNS6NGDASM

CONG HoA XA HOI CHU NGHIA Vl$T NAM
Doc l~p - Tt,r do - H<:Inh phLIC

L~CH, N(>I QUY TlEP CONG DAN
? " .••••:'" A

CUA GIAM DOC CONG TY
(Ban hanh theo Quyet dinh so /CT505- HDQT ngay L5 thang 01 narn

2005 cua Chu tich HDQT Cong ty c6 phan Song Da 505)

1. Thai gian: Vao buoi sang thir sau cua tuan dau thang va tuan cuoi thang,

2. Dia diem: Tai van phong lam viec Giam doc Cong ty c6 phan Song Da 505
va van phong lam viec ChI huy tnrong VPDD Cong ty.

3. Doi v6i nguot tiep cong dan co trach nhiern:
- Huang dan cong dan thirc hien quyen khieu nai, to cao.
- Giif bf mat ho ten, dia chi, but tich cua ngiroi to cao khi nguoi to cao co yeu

cau chinh dang.
ghiern earn viec can tro, gay phien ha sach nhieu doi voi cong dan den

thuc hien khieu nai, to cao, kien nghi nhirng viec co lien quan den quyen loi ctt- ~~
cong dan va nguoi lao dong. 0)'"1.32.t~,,~~,'

- ,Giai quyet dirt diem nhirng khieu nai, to cao, ~ien nghi co lien qU'~N(::- ;'< "\~\ i
quyen loi chfnh dang cua cong dan thuoc tham quyen, Khong diroc dun ~~ ~~) ~~\lr\~_ :. \-"))

tranh co quan cap tren hoac ngiroc l(;\i. ~\~\ S{)~~G.';~'·'j.;li
\.•.., ..Cr.,. ' .:1/
\\ ,.... '- ~«J ~ /.. .

4. Nguai den khieu nai, to cao tai noi tiep cong dan co cac quyen va n~~~_:-:,~~~;l
• • ~~"' •• If 41 >.7vu sau: -":~",;-~-::.;?

- Phai co noi dung cu th~ bang vanban lien quan den quyen loi chinh dang v~
viec khieu nai, to cao cua cong dan va nguoi Lao dong.

- Tuan thu sir huang dan cua ngiroi tiep cong dan a noi tiep cong dan.
- Trinh bay trung thuc sir viec, cung cap tai lieu co lien quan den 1l9i dung

khieu nai, to cao cua minh hoac nhirng van d~ lien quan den loi Ich chinh dang
cua cong dan. Ky xac nhan va chiu trach nhiern hoan toan v~ nhimg noi dung da
trinh bay.

- Diroc huang dan, giai thich viec thuc hien quyen khieu nai to cao.
- Cir dai dien hop phap d~ trinh bay voi nguoi tiep cong dan trong tnrong hop

co nhieu ngiro: cung khieu nai to cao v~ cung mot noi dung.
- Duoc khieu nai, to cao v~ nhirng hanh vi sai trai, can tro; gay phien ha, s.ich

nhieu cua nguoi true tiep tiep cong dan .
- Nghiern earn viec loi dung dan chu d~ gay roi, lam mat trat tu 6' noi tiep

cong dan; vu ca.0, xuc pham uy tin, danh du cua don vi, cua nguoi thi hanh
nhiern vu hoac gay phirc tap them nhirng van d~ lien quan den don thu to cflO./.
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