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(Ban hanh kém theo Quyét dinh s6 07 /QP-QLTT ngdy 05 thing 9 ndam 2025
cua Chi cuc truong Chi Cuc Quan Iy thi truong tinh Khanh Hoa)

I. NHOUNG QUY PINH CHUNG

1. Cong dan khi dén dia diém tiép cong dan ctua Chi cuc Quan ly thi
truong tinh Khanh Hoa va don vi, cd nhan lam nhiém vu tai dia diém tiép cong
dan phai chap hanh nghiém chinh cic quy dinh ctia phap luat va thuc hién
nghiém tic Noi quy nay.

2. Tiép cong dan thuong xuyén:

Thoi gian tiép cong dan thuong xuyén theo gio hanh chinh cac ngay tur
thir 2 dén thr 6 hang tuan (trr ngay nghi Le, TEt theo quy dinh)

- Buobi sang: Tir 07 gio 00 dén 11 gio 30.
- Buobi chiéu: Tir 13 gio 30 dén 17 gio 00.
3. Tiép cong dan cua Chi cuc trudng:

- Chi cuc trudng tiép cong dan dinh ky vao ngay 15 hang thang (néu ngay
tiép cong dan trung vao ngay L& hodc ngay nghi cudi tuan s& chuyén sang ngiy
1am viéc tiép theo).

- Ngoai viéc tiép cong dan dinh ky, Chi cuc truéng tiép cong dan dot xuat
trong cac truong hop theo quy dinh ctua Luat Ti€p cong dan.

4. Pia diém tiép cong dan: Phong Tiép cong dan trong Try s¢ lam viéc
ciia Chi cuc QLTT tinh Khanh Hoa, dia chi: sé 07 Tran Van On, phuong Nha
Trang, tinh Khanh Hoa

5. Cac hanh vi bi nghiém cam:

- Gay phién ha, sach nhi€u hodc can tr¢ nguoi dén khi€u nai, to cédo, kién
nghi, phan anh.

- Thiéu trach nhiém trong viéc ti€p cong dan; lam mat hodc lam sai léch
thong tin, tai liéu do ngudi khiéu nai, to cdo, kién nghi, phan dnh cung cap.

- Phan biét d6i x1r trong khi tiép cong dan.

- Loi dung quyén khiéu nai, t6 cdo, kién nghi, phan anh dé gay roi trat tu
cong cong.

- Xuyén tac, vu khéng, gay thiét hai cho co quan, t6 chure, don vi, c4 nhan.
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- Pe doa, xtic pham co quan, td6 chirc, don vi, nguoi tiép cong dan, nguoi
thi hanh cong vu.

- Kich dong, gu&ng ép, du do, 16i kéo, mua chudc nguoi khac tap trung
dong ngudi tai noi ti€ép cong dan.

- Vi pham céc quy dinh khac trong Noi quy tiép cong dan.

I1. POI VOI CONG DAN

1. Cong dan dén dia diém tiép cong dan mic trang phuc lich su, xuat trinh
cac gidy to tuy than nhu: The Can cudce cong dan hodc gidy to tuy than khac do
co quan nha nudc c¢6 thAm quyén cap va gidy uy quyén (néu co).

2. C6 thai d6 dung muyc, ton trong, nghiém chinh chap hanh Noi quy tiép
cong dan, tudn thu sy hudng dan ctia Can bg ti€p cong dan.

3. Cong dan dén co quan dugc tiép theo thir ty; phai trinh bay trung thuc
su viéc, noi rd yéu cau, cung cap thong tin, tai liéu lién quan dén ndi dung khiéu
nai, t cdo, kién nghi, phan anh; ky hodc diém chi x4c nhan noi dung trinh bay
da duoc Céan b tiép cong dan ghi chép lai.

4. Khong dugc mang, st dung vii khi, chat gay chay nd doc hai, dd vat
cam luu hanh va céc do vat, chat cam khac theo quy dinh cua phép luat tai dia
diém tiép cong dan.

5. Khong duoc loi dung quyén khiéu nai, t6 cdo, kién nghi, phan anh dé
kich dong, cudng ép, du do, 161 kéo, mua chudc nguoi khac tap trung dong
nguoi, gay roi trat tu trudc va trong co quan; xuc pham, can trd Céan bd tiép
cong dan lam nhi¢ém vu va cac hoat dong ctia co quan, t6 chic tham gia tiép
cong dan.

6. Truong hop c6 nhiéu ngudi cung khiéu nai, t6 cdo, kién nghi, phan anh

(tr 05 nguo1 tro 1€n) thi phai cu dai dién dé trinh bay noi dung khiéu nai, t6 cdo,
kién nghi, phan anh.

7. Thuc hién quyén, nghia vu cia nguoi khiéu nai, t6 céo, kién nghi, phan
anh theo quy dinh cta phap luat.

8. Gilr gin v¢€ sinh, trat tu; khong duoc tu y di chuyén hodc lam hu héng
tai sdn cla co quan.

9. Hét gio 1am viéc, cong dan phai ra khoi co quan, khong duoc luu lai
dudi bat ky hinh thirc nao.

I1L. POI VOI NGUOI LAM NHIEM VU TIEP CONG DAN

1. Khi tiép cong dan, cong chirc tiép cong dan phai bao dam trang phuc
chinh té, deo bang tén cong churc theo quy dinh.

2.Yéu cau nguoi den khiéu nai, t6 cao, kién nghi, phan anh néu rd ho ten,
dia chi hodc xuét trinh gidy to tiy than, gidy ‘uy quyén (néu co); co don hodc

trinh bay ro rang n61i dung kh1eu nai, to cdo, kién nghi, phan anh; cung cp thong
tin, tai liéu can thiét cho viéc tiép nhan, thu 1y vu viéc.



3. Co thai d6 dung muc, ton trong cong dan, léng nghe, tiép nhan don
khiéu nai, t6 cao, kién nghi, phan anh hodc ghi chep day du, chinh xac noi dung
ma ngudi dén khiéu nai, t6 céo, kién nghi, phan anh trinh bay.

4. Giai thich, huéng dan cho nguoi dén khiéu nai, td cao, kién nghi, phan
anh chap hanh cha truong, dudng 161, chinh sach, phap luat, ket luan, quyet dinh
giai quyét da co hi¢u luc phap ludt cua co quan c6 tham quyén; huéng dan nguoi
khleu nai, to cao, kién nghi, phan anh dén ding co quan hodc ngudi co tham

quyen giai quyet
5. Truc t1ep xtr 1y hodc phan loai, chuyén don, trinh ngudi c6 tham quyen

xu ly khiéu nai, td cdo, kién nghi, phan anh; thong bao két qua xur 1y khiéu nai,
t6 c4o, kién nghi, phan anh cho cong dan.

6. Puoc tir chbi t,ié’p cong dan theo quy dinh cua phap luat. Yéu cau ngudi
vi pham ndi quy noi tiép cong dan cham dut hanh vi vi pham; trong truong hop
can thiét, 1ap bién ban vé viéc vi pham va y€u cau co quan chirc nang xtur 1y theo
quy dinh cua phap luat.

IV. CAC TRUONG HQP TU CHOI TIEP CONG DAN

Cong chirc tiép cong dan duogc tir chdi tiép cong dan trong cac truong hop
sau day:

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi mac bénh
témﬂ than hodac mot bénh khac lam mat kha nang nhan thirc hoac kha nang diéu
khién hanh vi cia minh.

2. Nguoi c6 hanh vi de doa, xtic pham co quan, t6 chuc, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hodc c¢6 hanh vi khac vi pham Noi quy noi
tiép cong dan.

3. Nguoi khiéu nai, t6 cao vé vu viéc da duoc giai quyét dung chinh sach,
phap luat, dugc co quan nha nudc co thim quyén kiém tra, ra soat, thong bao

bing van ban va da dugc tiép, giai thich, huéng din nhung van cb tinh khiéu
nai, to céo kéo dai.

4. Vi pham Noi quy tiép cong dan.
5. Nhitng truong hop khéc theo quy dinh cua phap luat./.
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