SO TU PHAP CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Poc 14ap - Tu do - Hanh phac
PHONG CONG CHUNG SO 4

NOI QUY
Tiép ngudi yéu cau cong chirng ciia Phong Cong chirng so 4
(Ban hanh kém theo Quyét dinh s6 466 /OD-CC4 ngay 11 thang 11 ndm 2025
ciia Truwéng Phong cong chitng sé 4)
Picu 1. Thoi gian, dia diém tiép ngudi yéu cau cong chirng
1. Thoi gian tiép ngudi yéu cau cong chimg
Phong Cong chiing s0 4 lam viéc tir thir Hai dén hét sang tht Bay hang tuan
(khong ké ngay nghi theo quy dinh).
a) Budi sang: Tir 7gio 30 phut dén 11gio 30 phut;
b) Budi chiéu: Tir 13 gio 00 phut dén 17 gio 00 phut.
2. Pia diém tiép ngudi yéu ciu coéng chimg
Tru s¢ cua Phong Cong ching sO 4. Pia chi: 25/5 duong Hoang Viét, phuong
Téan Son Nhat, Thanh pho H6 Chi Minh.
Piéu 2. Quy dinh ddi véi vién chire, ngudi lao dong khi tiép ngudi yéu cau
cong chirng
1. Nghiém chinh chap hanh quy ché to chirc va hoat dong cua Phong Cong
chirng s6 4.
2. Chap hanh nghiém quy dinh vé thoi gian lam viéc ctia Phong Cong chimg sd
4, sir dung hi¢u qua thoi gio lam viéc.
3. Khi thuc hién nhiém vy, vién chirc, ngudi lao dong phai mac trang phuc lich

su, dau toc gon gang, di giay hodc dép c6 quai hau. Trang phuc dugc quy dinh nhu
sau:

a) boi v&i nam: Mac quan tay, 4o somi;

b) Péi voi nit: Mic quan tay; vay dai (chleu dai vay téi thiéu ngang gbi), 4o
somi (4o co tay); comple; by 4o dai truyen thong. P6i voi bo phan phuc vu: Mic quan
tdy, 40 somi (4o c6 tay) hoac 4o thun c6 co.

4. Beo the vién chuc, nguoi lao dong dung quy dinh; tac phong gon gang, lich
su; thai do giao tiép dung myc; khong dugc udng ruou, bia trong gio lam viéc; khong
gay phién ha, sach nhiéu, tiéu cyc. Khong phan biét doi xir trong khi tiép nguoi yéu
cau cong chung.

5. Hudng dan giai thich day du, 1o rang, chinh xac thu tuc cong ching; khong
dugc yéu cu ca nhan, to chirc ndp nhiing gidy to, hd so, thu tuc cong chimg ngoai quy
dinh.

6. Tao thuan lgi va huéng dan ca nhan, td6 chirc hoan thanh céc thu tuc cong
chung nhanh chong, dung quy dinh phép luat.



7. Tr chdi tiép nhan cac hd so chua ding quy dinh.
8. Chap hanh cic quy dinh khac cta phap luat ¢6 lién quan.

Piéu 3. Quy dinh ddi véi ngudi yéu ciu cong chirng dén thue hién thi tuc
cong chirng

1. Chap hanh dung quy dinh Noi quy tiép ngudi yéu cau cong ching va thuc
hién theo huéng dan ciia vién chtrc, ngudi lao dong lam viéc tai Phong Cong ching s6
4.

2. Tim hiéu, chuén bi va nop day du, chinh xac cac gidy t, hd so vé thil tuc cong
chtng theo quy dinh va cung cip cac thong tin can thiét c¢6 lién quan.

3. TUr chéi thyc hién nhiing yéu cau khong dugc quy dinh trong thi tuc cong
chung. Khong hoi 19, gian 14n, mao nhan, chiém doat hodc st dung trai phép ho so, ket
qua giai quyét tha tuc cong chirng ciia nguoi khac.

4. An mic gon gang, lich su, c6 thai do giao tiép lich su, dung myc, khong gy
mat trat tu, khong hut thudc, khong mang vii khi, hung khi, chat gay chay, nd hoac
chat gdy 6 nhiém méi trudng vao try s& Phong Cong chung s6 4. Khong lién hé 1am
vi€c trong trang thai say rugu, bia hodc cac chét kich thich khac, phuong tién di lai
phai dé dtng noi quy dinh.

5. Puoc quyén phan anh, kién nghi, gop ¥ vé bat cap, bat hop 1y cua thi tuc cong
chung, ve thai d§ 1am viéc cua vién chuc va nguodi lao dong lam vi¢c tai Phong Cong
chirng s6 4.

6. Thuc hién khiéu nai, to cdo nhiing hanh vi vi pham trong tiép nhan hd so, tra
két qua giai quyét thu tuc cong chimg va thyuc hién cac quyén, nghia vu khac theo quy
dinh phép luat.

Piéu 4. Xir ly vi pham N§i quy tiép nguoi yéu ciu cong chirng ciia Phong
Cong chirng so 4

1. Nguoi vi pham Noi quy tiép nguoi yéu cau cong chimg ciia Phong Cong
chung s0 4 hodc céc vi pham phap luat khéc tai tru s& cia Phong Cong ching sb 4 thi
tuy vao tinh chat, mac do vi pham s€ bi nhic nhé, budc roi khéi tru s& cla Phong
Cong chung s6 4 hoic xir 1y theo quy dinh ctia phép luét.

2. Nguoi tiép nguol yeu cau cong ching kip thoi bao cao Trudng phong va bao
v6i bao vé co quan, néu vu viéc phuc tap thi bao cho Coéng an phudng Tan Son Nhat,
Thanh phé H6 Chi Minh hodc Canh sat phan ing nhanh (Canh sat 113) can thiép xir ly
trong viéc 1ap bién ban nguodi vi pham, budc nguoi vi pham roi khéi tru s¢ Phong
Cong chimg sb 4, xtr 1y cac hanh vi gay rdi trat tu tai try so ctia Phong Cong chimg sd
4./.



