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QUYETDINH
. Ban hanh N(Hquy ti~p cong dan

t~i Cong ty Cong vien - Cay xanh Da N~ng

Can cu Quyet dinh sb 21211QD-VB ngay 19 thang 03 ndm 2011 cua Uy
ban nhdn dan thanh pho Da N3ng v~ viec h9'Pnhdt Cong ty Cong vien Da N3ng
va Cong ty Cay xanh Da N3ng thanh Cong ty Cong vien - Cay xanh Da N3ng;

Can cu Ludt nip cong dan sb 42120131QH13ngay 25 thang 11 nam 2013,'

Can cu Nghi t/inh sb 64120141ND-CP ngay 26 thang 6 ndm 2014 cua
Chinh phu quy dinh chi tiit thi hanh mot sb ai~u cua Ludt nip cong dan;

Can cu Thong tic sb 04120211TT-TTCP ngay 01 thang 10 ndm 2021 cua
Thanh tra Chinh phu Quy dinh.quy trinh tiep cong dan;

Theo t/~ nghi cua Truong phong T6 chuc - Hanh chinh Cong ty .

QUYETDINH

Di~u 1. Ban hanh kern then Quyet dinh N9i quy tiSp cong dan tai Cong ty
Cong vien - Cay xanh Da N~ng.

Di~u 2. QuySt dinh nay co hi~u l\fc k@til ngay kY.

Di~u 3. TruOng phong T6 chuc - Hanh chinh, TruOng cac phong, ban
chuyen mon thu9C Cong ty Cong vien - Cay xanh Da N~ng, t6 chuc va ca nhan
co lien quan chiu trach nhi~m thi hanh QuySt dinh nay.!.
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Nguy~n Thi Quynh Di~m

Noi nh~n:
- Nhu £)i~u 3;
- So' Xay dl,fng (b/cao);
- Ban Giam ct5c Cty(ctS bi~t);
- Luu: VT, TC-HC (Vy).
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NQIQUY
Ti~p cong dan tai Cong ty Cfing vien - Cay xanh Da Ning

(Ban hanh kern thea Quyit dinh' sb: 0'06 IQD-CVCX ngay ,,10 thang J.2/narn2021
cua Giam abc Cong ty Cong vien - Cay xanh Da N8ng)

CHUONGI
QUY DINH CHUNG

Di~u 1. D8i tU'Q'ngva pham vi di~u chinh

1. NQi quy nay quy dinh vS ti~p cong dan tai Cong ty Cong vien - Cay
xanh Da N~ng.

2. NQi quy nay diroc ap dung d6i voi can bQvien chirc, nguoi lao dong
Cong ty Cong vien - Cay xanh Da N~ng diroc giao nhiem vu ti~p cong dan va
d6i voi cac co quan, t6 chirc, cong dan co khieu nai, t6 cao, phan anh, ki~n nghi
tai Cong ty Cong vien - Cay xanh Da N~ng vS nhirng viec lien quan d~n cong
tac quan ly nha mroc trong linh V\fCthuoc pham vi trach nhiem cua Cong ty
Cong vien - Cay xanh Da N~ng.

Di~u 2. M\lc dich clla vi~c ti~p cong dan

1. Ti~p nh~ thong tin, ki~n nghi, phan anh, y ki~n dong gop vS nhUng vftn
dS lien quan d~n cong tac quan ly nha nuac trong lInh V\fCthuQc ph~m vi trach
nhi~m cua Cong ty Cong vien - Cay xanh Da N~ng.

2. Ti~p nh?n khi~u n~i, t6 cao, ki~n nghi, phan anh thuQc th&mquYSngiai
quy~t cua Giam d6c Cong ty Cong vien - Cay xanh Da N~ng dS xem xet, giai
quy~t va tra lai cho cong dan bi~t theo quy dinh cua phap lu?t va giai quy~t
khi~u n~i, t6 cao cua cong dan ..

3. Huang dftn cong dan th\fc hi~n quySn khiSu n~i, t6 cao theo dung quy
dinh cua phap lu?t .

CHUONGII
QUYEN vA NGHiA Vl) CVA NGUi)! DEN

KHIEU NAI, TO cAo, KIEN NGHI, PHAN ANH: TRAcH NHIEM
. CVA NGUm TIEP CONG DAN .

Di~u 3. D8i v6'i ngU'o-ikhi~u n~i, t8 cao, ki~n nghi, phan anh

1. Khi d~n, nO'i ti~p cong dan, ngU'o-ikhi~u n~i, t8 cao, ki~n nghi, phan
anh co cac quyen sau day

a. Trinh bay vS nQi dung khi~u n~i, t6 cao, kiSn nghi, phan anh;

b. DuQ'chuang dftn, giai thich vS nQi dung lien quan d~n khi~u n~i, t6 cao,
ki~n nghi, phan anh cua minh;

c. Khi~u n<;li,t6 cao vS hanh vi vi ph~m phap Iu?t cua nguai ti~p cong dan;



d. Truong hQP nguoi khiSu nai, t6 cao, kien nghi, phan anh khong sir dung
thong thao tieng Viet thl co quyen sir dung nguoi phien dich;

e. Cac quyen khac thea quy dinh cua phap lu~t vS khieu nai, t6 cao,

2. Khi d~n noi ti~p cong dan, ngU'm khi~u nai, tA cao, ki~n ugh], phan
anh co cac nghia V\I sao day

a. Neu ro ho ten, dia chi hoac xuat trinh gifty to tuy than, gi~y uy quyen
(neu co); co dan, trinh bay ra rang, trung thuc nQidung khieu nai, t6 cao, kiSn
nghi, phan anh; cung c~p thong tin, tai lieu cftn thiSt cho viec tiSp nhan, thu ly vu
viec; ky hoac diem chi xac nhan nhtrng n(>idung trinh bay dff duoc nguoi tiSp
cong dan ghi chep lai;

b. Co thai d(>dung mire, ton trQng d6i vo-inguai tiSp cong dan; ch~p hanh
n(>iquy tiSp cong dan va huang dftn cua nguai tiSp cong dan. Nghiem c~m vi~c
kich d(>ng,gay r6i tr~t tv, xuyen tlilc,vu kh6ng, xuc phlilmuy tin, danh dVcua co
quan nha nuo-c, nguai tiSp dan, ngum thi hanh cong V\l;

c. Gift gin tr~t tv, v~ sinh chung; khong tv do di llilitrong co quan, khong
dem thea ch~t nb, ch~t gay chay, ch~t chay, vfi khi, cac ch~t bi c~m su d\lng;

d. TruOng hQP nhiSu nguai cung khiSu nlili,t5 cao, kiSn nghi, phan anh vS
m(>tn(>idung thi phai cu nguai dlilidi~n dS trinh bay n(>idung khiSu nlili,t6 cao,
kiSn nghi, phan anh (vi~c cu nguai d~i di~n phai thS hi~n b~ng van ban va co
chii' ky cua t~t ca nhUng nguai khiSu n~i, t6 cao, kiSn nghi, phan anh), s6 lUQ'llg
nguai dlilidi~n se do chu tri bubi tiSp cong dan quySt dinh, nhung khong qua 5
nguai;

d. Vi~c quay phim, ghi hinh, ch\lp anh, ghi am phai duQ'c sv d6ng y cua
nguai chu tri bubi tiSp cong dan;

e. chiu trach nhi~m truac phap lu~t vS n(>idung khiSu nlili,t6 cao cua mlnh.

Di~u 4. DAi v6'i ngU'CYiti~p cong dan
1. Trang ph\lc chinh tS, co deo the vien chuc ho~c phu hi~u thea quy dinh.

2. Co thai d(>dung m\fc, ton trQng, l~ng nghe, khong phan bi~t d6i xu trong
vi~c tiSp cong dan. Khong gay phiSn ha, sach nhiSu d6i vo-icong dan.

3. TiSp nh~ don khiSu nlili,t6 cao, kiSn nghi, phan anh, trvc tiSp xu ly ho~c
phan lo?i, chuySn don, trinh nguai co th§.m quySn xu 1)'khiSu n~i, t6 cao, kiSn
nghi, phan anh.

4. Giai thich, huang dftn nguai dSn khiSu n?i, t6 cao, kiSn nghi, phan anh
ch~p hanh chu truong, dUOng 16ichinh sach, phap lu~t, kSt lu~n, quySt dinh giai
quySt dffco hi~u l\fc phap lu~t cua co quan co th§.mquYSn;huang dftn nguai dSn
khiSy nlili,t6 c~o, kiSn nghi, phan aM dSn dung co quan ho~c nguai co th§.m
quyen giai quyet.

5. Gifr bi m~t hQ ten, dia chi, but tich va cae thong tin ca nhan khac cua
nguai t6 cao thea quy dinh cua phap lu~t.



6. Thong bao kSt qua xu ly khiSu nai, t6 cao, kiSn nghi, phan anh cho cong
dan.

7. Yeu ciu nguoi vi pham Noi quy noi tiSp cong dan cham dill hanh vi vi
pham; trong tnrong hop cin thiet, lap bien ban vS viec vi pham va yeu ciu cO'
quan chirc nang xu ly thea quy dinh cua phap luat,

Di~u 5. NgU'Oi ti~p cong dan dU'qc tir eh8i ti~p ngU'(rid~n noi ti~p eong
dan trong cac truong hop sau day

1. Nguoi trong tinh trang say do dung chst kich thich, nguoi m~c benh tam
thin hoac benh khac him m~t kha nang nhan thirc hoac kha nang diSu khien
hanh vi cua minh.

2. Nguoi co hanh vi de doa, xuc pham co quan, t6 chirc, dan vi, ngiroi tiSp
cong dan, nguoi thi hanh cong vu hoac co hanh vi vi pham n<)iquy noi tiSp cong
dan.

3. Nguoi khieu nai, t6 cao, kiSn nghi, phan cinhvS V\l vi~c da giai quySt
dung chinh sach, phap lu~t, duqc cO'quan nha nu&e co th~m quySn kiSm tra, ra
soat, thong bao b~ng van ban va da duqe tiSp, giai thich, huang din nhung vin
c6 tinh khiSu n~i, t6 cao, kiSn nghi, phan anh keo dai.

4. Nguai d~i di~n ho~c uy quySn khong hqp phap, nhUng nguai khong co
nhi~m V\l,cong vi~c lien quan.

S. NhUng truang hqp khac thea quy dinh cua philp lu~t.

CHUONGIII
TO CHUC TIEP CONG DAN

Di~u 6. Traeh nhi~m tA chtfc ti~p cong dan
TruOng phong T6 chuc - Hanh ehinh Cong ty Cong vien - Cay xanh Da

N~ng t6 chuc vi~c tiSp cong dan thuang xuyen dSn trinh bay khiSu n~i, t6 eao,
kiSn nghi, phan anh thea quy dinh cua phap lu~t vS khiSu n~i, t6 cao t~i cO'quan
Cong ty Cong vien - Cay xanh Da N~ng. Chu~n hi h6 sa tai li~u ph\lc V\l Lanh
d~o Cong ty tiSp clan dinh ky va d<)txu~t.

Di~u 7. Lich ti~p cong dan
1. Can b<)duqc phan cong tiSp cong dan t~i nO'itiSp cong dan cua Cong ty

Cong vien - Cay xanh Da N~ng trong gia hanh chinh vaG t~t ca cae ngay lam
vi~c.

- Bu6i sang: Tu 07 giG30 dSn 11 gia 30;

- Bu6i chiSu: Tu 13 giG30 dSn 17 giG 30.

2. Lanh d~o Cong ty Cong vien - Cay xanh Da N~ng tnJc tiSp tiSp cong
dan dinh ky VaGngay thu sau cua tuk cU6i thang t~i dia diSm tiSp cong dan
duqc b6 trl t~i Van phong Cong ty Cong vien - Cay xanh Da N~g. Truang h<?p
Giam d6e Cong ty b~n cong vi~c quan trQng thi giao cho cac Pho Giam doc
cong ty tiSp cong dan.



3. Ngoai viec ti~p cong dan dinh ky, Lanh dao Cong ty thuong xuyen ti~p
cong dan dQt xu§.t tai phong lam viec trong cac tnrong hop quy dinh tai diem a,
b khoan 3 DiSu 18 Luat tiep cong dan.

CHUONGIV
TO CHUC THVC HI~N

Di~u 8. Trach nhiem cua cac phong chuyen mOD
1. Truong phong T6 chirc - Hanh chinh Cong ty quill ly cong tac tiep dan

a co quan Cong vien - Cay xanh Da N~ng; chu dQngph6i hop voi cac Truong
phong, ban chuyen mon t6 chirc t6t viec ti~p cong dan; thea d5i kiem tra, don
d6c, yeu c~u Truong cac phong, ban chuyen mon thirc hien nghiem tuc NQi quy
nay.

2. Truong phong T6 chirc - Hanh chinh, Tnrong cac phong, ban chuyen
mon thuoc Cong ty Cong vien - Cay xanh Da N~ng, t6 chirc va ca nhan co lien
quan chiu trach nhi~m thl,rChi~n nQiquy nay.

NgUY~DThi QUYDh Di~m


