
THANH TRA CHiNH PHU LONG HOA XA HOI CHU NGHIA VIET NAM 
DOc 14p - Tv do - Hanh phtic 

S6: 04/2021/TT-TTCP 	Ha Noi, ngay 01 thong 10 nam 2021 

THONG TIX 
Quy dinh quy trinh tiep cong dan 

Can ar Luat Khieu nai ngay 11 thong 11 nam 2011; 

Can ar Luat Tap cong dan ngay 25 thong 11 nam 2013; 

Can ar Luat To coo ngay 12 thong 6 nam 2018; 

Can ar Nghi dinh so 64/2014/ND-CP ngay 26 thong 6 nam 2014 cia 
Chinh phis quy dinh chi tiet thi hanh mot so di a cia Luat Tie!, cong clan; 

Can ar Nghi dinh so 31/2019/ND-CP ngay 10 thong 4 nam 2019 cia 
Chinh phis quy dinh chi tiet mot so dieu cia Luat TO coo; 

Can cz,'r Nghi dinh so 124/2020/ND-CP ngay 19 thong 10 nam 2020 cfia 
Chinh phi guy dinh chi tat mot so dieu va bien phap to cht'rc thi hanh Ludt 
Khi ett mid; 

Can ar Nghi dinh so 50/2018/ND-CP ngay 09 thong 4 nam 2018 
cia Chinh pith guy dinh chziv nang, nhiem vu, guyen han va co.  cau to cht'rc cia 
Thanh tra Chinh phi; 

Theo de nghi cia Trtrang Ban tap c 'Ong dan trung wrong va Vu trtrang Vu 
Phap che; 

Tang Thanh tra Chinh pith ban hanh Thong ttr guy dinh quy trinh tap 
cong dan. 

Chuc•ng I 

NHVNG QUY DINH CHUNG 

Dieu 1. Pharr vi dieu chinh 

Thong to nay quy dinh quy trinh tiep cong dan den khFeu nai, t6 coo, kin 
nghi, phan anh tai not tiep cong dan cna co quan, t8 chirc, dun vi co trach 
nhiern tiep cong dan theo quy dinh tai cac diem a, b, c va d khoan 1 Dieu 4 dm 
Luat Tiep cong dan va cac co quan thu8c Chinh pha, don vi six nghiep cong leap 
theo quy dinh tai Nghi dinh s6 64/2014/ND-CP ngdy 26 thong 6 nam 2014 dm 
Chinh phu quy dinh chi tiet thi hanh mot s6 dieu cua Lu4t Tip cong dan. 
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Dieu 2. DOi tuvng ap dung 

1. Ca quan hanh chinh nha nuot, ca quan thu6c Chinh phii, dan vi su nghiep 
cong lap (sau day goi chung la Ca quan, dan vi), nguai ding dau ca quan, don vi va 
nguoi tiep cong dan. 

2. Nguori khieu nai, t6 cao, kien nghi, phan anh den trinh bay truc tiep tai 
Tru so tier) cong dan hoc dia diem tiep cong dan. 

3. Ca quan, to chirc, ca nhan có lien quan den cong tac tiep cong dan. 

Dieu 3. Muc dich ctia viec tiep cong dan 

1. Huong dan cong dan thuc hien quyen khieu nai, t6 cao, kien nghi, phan 
anh &mg quy dinh phap luat, Op phan tuyen truyen, ph6 bien phap luat. 

, 2. Tip then khieu nai, t6 cao, kien nghi, phan anh thu6c tham quyen giai 
quyet dm ngueri dung dau co quan, dan vi de xem xet, giai quyet theo quy dinh 
dm phap luat. 

Dieu 4. Viec tir chot tiep cong dan 

Ngu6i tiep cong dan dugc tir chi tiep cong dan trong cac truerng hop quy 
dinh tai khoan 1 va khoan 2 Dieu 9 Luat Tiep cong dan va phai giai thich cho 
cong dan &rot biet 17 do tir chi tiep, d6ng tiled bao cao ngtred phu trach tiep 
cong dan. 

, Truang hop tir chi tiep cong dan theo quy dinh tai khoan 3 Dieu 9 Luat 
Tip cong dan thi nguad ding dau ca quan, don vi phu trach tiep cong dan ra 
Thong bao tir choi tiep cong dan. Thong bao dugc thuc hien theo Mau so 01 
ban hanh ken theo Thong to nay. 

Chuang II 

TIEP NGUtiI KHIEU NAI, NGU'OI TO CAO, NGU'OI KIEN NGHI, 
PHAN ANH 

Muc 1 

XAC DINH NHAN THAN CUA NGIYOI KHIEU NAL NGIYOI TO 
CAO, NGU'en MEN NGHI, PHAN ANH VA TINH HOP PHAP CUA 

NGUIJI DAI DIEN THEO QUI' DINH CUA PHAP LUAT 

Dieu 5. Xic dinh nhan than dm ngtrof khieu nai, ngtroi to cao, ngtrZri 
kien nghi, phan anh 

1. KM tiep nguei khieu nai, ngued tiep cong dan yeu cau ho neu r6 ho ten, dia 
chi va xuat trinh gidy t6 tily than, gidy gi6i thieu, giay ily quyen (neu co). 
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2. Khi tiep,ngued t6 cao, ngued kien nghi, phan anh, ngued tiep cong dan 
yeu cau ngued to cao, nguoi kien nghi, phan anh neu ro ho ten, dia chi va xuat 
trinh giay to tily than. 

Trong qua trinh tiep ngued t6 cao, ngued tiep cong dan phai giu bi mat ho 
ten, dia chi, but tich ngued to cao theo quy dinh cua phap ludt ve to cao. 

Dieu 6. Mc dinh tinh hyp phi') ctia ngtroi dai dien, ngtroi dugc ity 
quyen, 1114t sir hoac try gitip vien phap 157 

1. Tnrong hop co quan, t6 chirc thgc hien viec khieu nai thong qua ngued dai 
dien la ngueri ddng dau co quan, to chirc thi nguoi tie') cong dan yeu cau nguoi dai 
dien xuat trinh giay giai thieu, giay to tuy than. 

Trong throng hop nguoi dCmg ddu co quan, to chuc Uy quyen cho nguoi 
dai dien theo quy dinh cua phap ludt de thgc,hien viec khieu nai thi ngued tiep 
cong dan de nghi ngtthi dugc Uy quyen xuat trinh gidy t6 tily than, gidy fly 
quyen cua nguoi uy quyen. 

2. Tnremg hop nguoi den trinh bay viec khieu nai la nguoi dai dien, nguoi 
dugc ity quyen ngued khieu nai dugc quy dinh tai diem a,khoan 1 Dieu 12 
Ludt Khieu nai thi nguoi tiep ding dan yeu cau xuat trinh giay to chUng minh 
viec dai dien, ity quyen hop phap hodc giay to khac c6 lien quan. 

Truong hop nguoi den trinh bay la ngued dai dien, nguoi dugc fly quyen 
hop phap thi nguoi tiep cong dan lien hanh cac thu tuc tiep nhu 'Ted vai nguoi 
khieu nai. 

3. Tnrong hop nguoi khieu nai Uy quyen cho lust six hoSc trq ginp vien 
phap 1T dux hien viec khieu nai thi nguoi tiep cong dan yeu cau ludt su hoc 
trg giup vien phap ly xuat trinh The ludt six, The trq giup vien phap 1.3"/ va Giay 
uy quyen khieu nai. 

4. Trixemg hop cong dan khong c6 gidy fly quyen hoc viec fly 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 nhdn h6 so vg viec va giai thich ro VT do, 
huemg dan ding dan lam cac thu tuc can thiet de thgc hien viec khieu nai theo 
dung quy dinh. 

Muc 2 

TIEP NHAN, PHAN LOAI, Xi' LY NOI DUNG ICHIEU NAL TO 
CAO, KIEN NGHI, PHAN ANH 
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Dieu 7. Tier, nhan khieu nai, to cao, Ian nghi, phan anh 

1. Khi cong dan den trinh bay trirc tiep va khong c6 don thi ngueri tie') 
cong dan huong‘dan cong dan viet dan khieu nai, to cao, kien nghi, phan anh 
hoc ghi chep day du, trung thvc, chinh xac not dung trinh bay dia 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 lc)",  ten ho4c diem chi xac nhan vao van ban. 

2. Truang hop cong dan den trinh bay va c6 don voi not dung cu the, r'6 
rang, c6 the xac dinh dugc r8 tinh chat vv viec va co quan c6 tham quyen giai 
quyet thi ,ngueri tiep cong dan hung dan cong dan giri don den ca quan c6 
than' quyen de dugc xem xet, 	quyet theo quy dinh cua phap luat. 

3. Throng hop nhieu ngued den khieu nai, t6 cao, kien nghi, phan anh ve 
cong mot not dung thi ngueyi tiep cong dan huang dan ho cir ngueri dai dien de 
trinh bay; ghi lai not dung trinh bay va de nghi ngueri dai dien ky ten hoc diem 
chi xac nhan vao van ban. 

4. Truemg hop cong dan trinh bay nhieu not dung, vita co not dung khieu 
nai, vita not dung to cao, kien nghi, phan anh thi ngueyi tiep cong dan hung 
dan cong dan thvc hien viec khieu nai, to cao, kien nghi, phan anh theo quy 
dinh cua phap 11*. 

5. Viec tiep nhan, ghi chep not dung khieu nai, to cao, kien nghi, phan anh 
va viec huong dan cong dan viet don phai dtrqc ghi vao So tiep cong dan ho;dc 
dugc nhap vao phan mem co so du lieu ve tiep cong dan. 

Dieu 8. Phan loai, xir 1S7 khieu nai, t6 cao, kien nghi, phan anh 

1. Viec phan loai, xir ly not dung khieu nai, to cao, kien nghi, phan anh 
dugc can cir vao ban ghi not dung trinh bay ho'lac don dm cong dan va thvc 
hien theo Thong tu so 05/2021/TT-TTCP ngdy 01 thang 10 nam 2021 dm 
Thanh tra Chinh phu quy dinh quy trinh xir VT don khieu nai, don to cao, don 
kien nghi, phan anh. 

2. \i'T kien trinh bay n(ii dung khieu nai, t8 cao, kien nghi, phan anh khong 
thu8c tham quyen giai quyet ciia co quan, don vi tiep cong dan thi ngueri tiep 
cong dan huOng dan cong dan viet don giri den co quan, to chirc c6 tham quyen 
giai quyet. 

Truerng hop 
tiep 

 dung thu8c tham quyen 	quy& dm co quan, don vi 
mink thi ngtrei tiep ding dan tiep nhan cac thong tin, tai lieu de bao cao ngtrai 
c6 tham quyen giai quyet. Neu ding dan cung cap cac thong tin, tai lieu, chung 
cir 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, chimg cir do. Viec tiep nhan 
thong tin, tai lieu, chimg cir dugc thvc hien bang giay bien nhan theo Mau so 
02 ban hanh kern theo Thong tu nay. 
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Chtrung III 

TIEP CONG DAN VA QUAN 1:i7, THEO DOI VIEC TIEP CONG 
DAN CUA NGU'OI DUNG DAU CO QUAN, OCiN VI 

Dieu 9. Trach nhiem ciia ngtrin dung dau co' quan, do'n vi trong viec 
trtrc tiep tiep cong din 

1. Ngtr6i dung dau co quan, don vi phai trgc tiep tiep ding dan a Fang 
nghe, xem xet, giai quyet va chi dao viec giai quyet cac khieu nai, to cao, kien 
nghi, phan anh thuOc tham quyen cua minh hoac thuOc tham quyen cita nguoi 
dung dau co quan, don vi cap ,dtthi trong cong tac tiep cong dan, 	VT don va 
giai quyet khieu nai, to cao, kien nghi, phan anh. 

Ngtroi dUng dau co quan, don vi co trach nhiem tiep cong dan dinh kST hoac 
dOt xuat theo quy dinh cua Luat Tiep cong dan va kiem tra, don doc viec xit ly 
sau tiep cong dan cua cac co quan, don vi. 

2. Viec tiep ding dan cua nguoi dung dau co quan, don vi phai dugc cong 
vien auk giup viec ghi chop day du vao So tiep cong dan hoac nhap 

thong tin vao Co so. dit lieu quoc gia ve cong tac tiep cong dan, giai quyet khieu 
nai, to cao, kien nghi, phan anh hoac phan mem quan 1y cong tac tiep cong dan 
va dugc ltru tai not tiep cong dan. Y kien chi dao cua nguoi dUng dau co quan, 
don vi trong viec giai quyet cac khieu nai, to cao, kien nghi, phan anh tai Tru so 
tiep cong dan phai dugc lap thanh van ban va gui cho cac co quan, to chirc, don 
vi co lien quan de trien khai thgc hien theo &rig you cau, not dung chi dao, an 
dinh tiled gian giai quyet phil hop vgi quy dinh cua phap luat va co quan, to 
chirc, don vi co trach nhiem giai quyet phai gui ket qua gill quyet cho cong dan 
dugc biet. 

, 3. Khi tiep cong dan, neu vu viec rifi rang, cu the, co co. s6 va thuOc 
tham quyen giai quyet thi nguoi dUng dau co quan, don vi phai tra 16i ngay cho 
cong dan biet, neu vu viec ph& tap can nghien dru, xem xet thi not ro thoi han 
giai quyet va nguoi can lien he de biet ket qua giai quyet. 

, 4. Ket flak viec tiep cong dan, nguoi dung dal co quan, don vi ra thong bao 
ket luan viec tiep cong dan. 

Dieu 10. Trach nhiem dm Ban tiep cong dan, cong chtk, vien chile 
dtrcrc giao nhiem vu gitip ngtriyi thing dau co' quan, dun vi tiep cong dan va 
trach nhiem cita co' quan, don vi có lien quan 

1. Ban tiep cong dan, cong,chuc, vien chirc dugc giao nhiem vu gulp 
nguoi dUng dau co quan, don vi tiep cong dan va co quan Thanh tra nha ntrac 
hoac Van phong Uy ban nhan dan clang cap c6 trach nhiem: 
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a) Sap x'ep viec tiep cong dan cua nguori dung dau co quan, dun vi va thong 
bao cho ca quan, don vi c6 lien quan biet; uu tien nhUng vu viec khieu nai, to 
cao, kien nghi, phan anh gong ngtroi, phirc tap, keo dai; 

b) Cu ngtthi ghi chop ni5i dung viec tiep cong dan; 

c) Chuan bi cac dieu kien can thiet khac de ngueri dung dau ca quan, don vi 
thuc hien viec tier) cong dan. 

2. Cu quan, dan vi c6 lien quan den n'cii dung khieu nai, to cao, kien nghi, 
phan anh c6 trach nhiem: 

a) Cu l'anh dao co quan, dun vi ding tiep cong dan de thgc hien nhising you 
cau do ngtrai dirng dau ca quan, don vi giao; 

b) Cu cong chirc, vien chuc de ghi chop not dung viec tiep cong dan, nhan 
cac thong tin, tai lieu do cong dan cung cap; 

c) Chuan bi day dil,nhirng thong tin, tai lieu lien quan , den not dung vu 
viec khieu nai, to cao, kien nghi, phan anh ma ngued dung dau ca quan, don vi 
se tiep cong dan. 

3. Ket thuc viec tier) cong dan, cac ca quan, don vi c6 lien quan chiu trach 
nhiem giup ngtreyi dirng dau ca quan, don vi chuan bi van ban tra lai cong dan. 

Truing hop vu viec lien quan den trach nhiem cua nhieu cap, nhieu nganh 
thi ca quan thanh tra nha nuac ding cap c6 trach nhiem phi hop voi cac ca 
quan, dan vi, ca nhan c6 tham quyen nghien dru, phan tich tinh chat, mirc dO, 
nguyen nhan cua vu viec de de xuat cac bin phap giai quyet, d'ong th6i chuan 
bi van ban de ngued dUng dau ca quan, don vi tra lii cong dan. 

Dieu 11. Theo doi, quail 1S7viec tiep cong dan 

Vic tiep cong dan den khieu nai, to cao, kien nghi, phan anh phai ducfc 
ghi vao So,tiep cong dan hoac nhap thong tin vao Cu so' 	lieu quoc gia ve 
cong tic tiep cong 	giai quyet khieu nai, , cao, kien nghi, phan anh hoac 
phan mem quail 1T cong tic tiep cong dan. 

S6 tier) cong dan duoc thuc hien theo Mau so 03 ban hanh kem theo 
Thong tu nay. 

Chuang IV 

DIEU KHOAN THI HANH 

Dieu 12. Hieu lure thi hanh 

1. Thong tu nay co hieu luc ke tix ngay 15 thing 11 nam 2021. 
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2. Th8ng tu s6 06/2014/TT-TTCP ngdy 31 thang 10 nam 2014 dm Thanh 
tra Chinh phu quy dinh quy trinh tiep cong dan het hieu luc ke tir ngay Thong 
tu nay c6 hieu luc phap luat. 

3. Trong qua trinh thuc hien neu c6 kho khan, vuong mac hoc c6 van de 
mai phat sinh de nghi co quan, to chirc, don vi, ca nhan c6 lien quan phan anh 
kip tiled ve Thanh tra Chinh phu de situ dt'd, b6 sung cho phit horp.01/ 

TONG THANH TRA Noi nqn: 
- Thu Wong, the Pito Thu Wang Chinh phii; 
- Cac B6, co quan ngang B6, ca quan thu6c Chinh phit; 
- HDND, UBND the tinh, thanh ph6 nye thu6e TW; 
- Van phong Chit'  tich ntrot; 
- Van phOng Qu6c h6i; 
- H6i (long Dan t6c va the Uy ban ena Qu6c h6i; 
- Toa an nhan dan toi cao; 
- Vien kiem sat nhan dan toi cao; 
- Kiem toan Nha mac; 
- Uy ban TW Mat tran To quoc Viet Nam; 
- Co quan Trung trang cua cac to elide chinh tri - xa h6i; 
- Vu Phap luat, Van phong Chinh phit; 
- Cue Kiem tra VB QPPL, B6 Tu phap; 
- Thanh tra the 196, nganh TW; 
- Thanh tra cac tinh, thanh 06 true thu6c TW; 
- Cong bao, Citing thong tin dien tir dm CP, TTCP; 
- Cac don vi thu6c TTCP; 
- Luu: VT, PC (05 ban). 

oan Wing Phong 
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PHU LUC 

(Ban hanh kern theo ThOng tu• so 04/2021/TT-TTCP ngay ,01 thang 10 nom 2021 
cia 	 phi Thanh tra Chinh ph quy dinh quy trinh tiep cong dan) 

Mau so 01 - Thong ban ve vi§c tir chicong dan 

	 (1) LONG HOA XA HOI CHU NGHIA VIET NAM 
hoc lap  - Tty do - Hanh phtic  

	 (2) 

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

THONG BAO 

Kinh 	 (3) 

Ngay 	thang nom ..., Ong (ba) 	  (3) 

S'O CMND/HO chieu (hoac giay 0 My than): ..., ngdy cap: .../.../..., not cap 	 

Dia chi: 	den 	(2) d6 khi6u nai (t6 cal)) v6' vi& 	(4) 

Vu viec da dugc giai guy& dUng chinh sach, phap luat, dugc co quan nha nu6c có 
tharn quyen kiem tra, ra soot va thong bao tra loni bang van ban theo dung quy dinh cua 
phap luat. 

Can cir khoan 3 Dieu 9 Lust Tie') cong dan, 	(2) 0 chi tipnhan not dung 

	

khieu nai (t('S cao) cua Ong (N.) 	  (3) va thong bao de Ong (ba) dugc 

Noi nhein: 
- Nhu tren; 
- (1) ... (de b/c); 
- (5) ... (de p/h); 
- Lau: VT, WO so.. 

Thu triro'ng, co• quan, to chirc, don vi 
(Kj,, ghi ro ho ten, clang &zit) 

Ghi chti: 
(1) Ten co quan, to chirc, don vi cap teen tivc tip(ne'u co). 
(2) Ten co quan, to chUc, don vi tiep cong dan. 
(3) Ho ten nguai khieu nai (to cao). 
(4) Tom tat nOi dung khieu nai (to cao). 
(5) Ten co quan, to chirc, don vi, ca nhan co lien quan. 
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Mau so 02- Gia'y bien nh4n thong tin, tai lieu 

	 (1) LONG HOA X 'A HOI CHU NGHIA VIET NAM 
Hoc lap - Tu. do - Hunh phitc  

	 (2) 

......., ngay 	thang 	narn 

GIAY BIEN NH AN 
Thong tin, tai lieu 

Vao gier ngay thang nam 	tai: 	  (2) 

Toi la 	 (3) Chirc vu: 	  

Da nhan cua Ong (ba) 	 (4) 

Se) CMND/I-10 chiL (hoac gidy to tily than): ..., ngay cap: .../.../..., nai cap 	 
Dia chi: 	  
cac thong tin, tai lieu sau: 

1 	  (5) 

2 	  

3 

Gidy hien nhan thong tin, tai HO, dtthc lap thanh ... ban, giao cho ngtthi cung cap thong 
tin, tai lieu 01 ban./. 

Ngithi cung cal) thong tin, tai lieu 

(4, ghi r5 ho ten) 

NguiYi nh4n 
(Kj), ghi r5 ho ten, (long dew - neu 

co) 

Ghi chti: 
(1) Ten co quan, to chirc, don vi cap tren (n6u co). 
(2) Ten co.  quan, to elide, don vi tiep cong dan. 
(3) Ho ten can b0 nhan thong tin, tai lieu, bang chimg. 
(4) Ngtrai khieu nai (t'6 cap, kien ngh1, phan anh); ngtrai co lien quan den vu viec khieu nai (to 
cao, kie'n nghi, phan anh). 
(5) Ghi ro ten, so trang, tinh trang cita thong tin, tai lieu, bang chi ng (tai lieu, bang chirng la ban 
phO to hoac ban sao cong chung). 
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Mau so 03- St) tiep ding dan 

S6 TIEP CONG DAN 

STT 
NO),  

, 
tiep 

Ho ten - Dia
chi 

CMND/H4)  
u  chit 	cfia  

ding dan 

Ni‘) 
dung 

vu 
vied 

Phan 
loaf 

dan/Sti 
nguiri 

Ca 
quan 

di giai 
quyet 

Milan xir 157 

Theo 
doi ket 

qua 
giai 

quyet 

Ghi 
chii 

Thu IS, 
de giai 

, 
quyet 

Tra lai 
dun va 
larovg 

can  

Chuyen 
don den 
co.  quan, 
to chin 

dun vi có 
tham 
quytn 

1 2 3 4 5 6 7 8 9 10 11 12 

Ghi chit: 
(1) SO thir tkr. 
(2) Ngay tiep. 
(3) Ho ten, dia chi. 
(4) CMND/HO chieu cua tong dan (neu cong dan khong co CMND/CCCD/HO chieu thi ghi cac 
thong tin theo giay to.  tily than) 
(5) Tom tat not dung vu vied. 
(6) Phan loci don cua cong dan (khieu nai, to cao, kien nghi, phan anh), so cong dan c6 don 
ding met not dung. 
(7) Ghi ro co quan, to chile, don vi da giai quyet het tham quyen. 
(8) Danh dau (x) neu thuec tham quyen giai quyet. 
(9) Ghi rO twang dan cong dan den co quan, to chirc, don vi nao, so van ban Inning dan. 
(10) Ghi ro ten co quan, to chin, dan vi co tham quyen thu ly giai quyet, so van ban chuyen 
dan. 
(11) Ngtrai tiep dan ghi chep, theo &Si qua trinh, ket qua giai quyet dan cua cong dan. 
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