UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG BAC CAM RANH Djc 1ap - Tw do - Hanh phuc

S62172 /UBND-PVHCC Bdc Cam Ranh, ngay 28 thang 5 nam 2026

V/v thyc hién céc bién phap néng
cao chat luong hoat dong tiép nhan
va tra két qua giai quyét thu tuc hanh
chinh tai Trung tdm Phuc vy hanh
chinh céng phuong Bic Cam Ranh

Kinh gui:
- Cac phong chuyén mon;
- Trung tam Phuc vu hanh chinh cong;

- Chi nhanh Vin phong ding ky dat dai Cam Ranh.

Thoi gian qua, cong tac tiép nhan va tra két qua thu tuc hanh chinh (TTHC)
tai Trung tam Phuc vu hanh chinh cong phuong da co nhiéu chuyén bién tich cyc.
Tuy nhién, dé tiép tuc nang cao chat lugng phyc vu, dam bao cong khai, minh bach,
cong bang trong qua trinh tiép nhan hd so, dong thoi han ché phat sinh phan anh,
kién nghi cta t6 chirc, c4 nhan lién quan dén tht tu tiép nhan va giai quyét thu tuc
hanh chinh, UBND phudng Bic Cam Ranh dé nghij cac phong chuyén mén thudc
phudng, Trung tAm Phuc vy hanh chinh c¢6ng, Chi nhanh Vian phong dang ky dat dai
Cam Ranh va can b0, cong chirc dugc phan cong thuc hién nhi¢m vu tai Trung tdm
nghiém tac trién khai thuc hién cac noi dung sau:

1. Quan ly chat ché viéc bam so va goi so thiwr tuw

Huéng dan Kkhach hang bam s6 phu hop, tuong ing voi hé so can thyc hién
hodc dugc uy quyén thuc hién, trudng hop khach hang bam s thir tu khong phu hop
v6i nhu cau thyuc hi¢n thu tuc hanh chinh hodc khach hang bam s nhiéu hon sé ho
so thi cong chirc tién hanh huy sé du, s6 khong phu hop.

Thuc hién nguyén tic “Mot sb - Mot luot”. Viée giai quyét hd so phai tuan
thi tuyét ddi theo s thir tu duoc xuét tlr may bam sd ty dong. Tai mdi thoi diém xir
ly, cong chire chi dugce phep goi mot s6 duy nhat dé dam bao cht luong va thoi gian
giai quyét cong viéc cho ca nhan, to chirc. Tuyét d6i khong goi gop, goi vuot so.

Truong hop goi s6 1an mot nhung khong c6 khach hang thyc hién, cong chirc
thue hién bim goi lai hai lén dé dam bao quyén loi ctia khach hang; sau d6 tiép tuc
bam goi khach hang c6 sb tht tr tiép theo. (Khach hang dugc goi den lugt nhung
khong c6 mat sau 03 1an goi thi phai thyc hién 1dy sé thir tu lai néu van con nhu cau
giao dich)

2. Pam bao trat ty va khong gian phuc vu tai quay

Thuc hién nguyén tac dung nguoi, dung quay. Tai quay tiép nhén va tra két
qua mdi linh vye, cong chirc chi b tri tlep don dung khach hang co sb thir tu vua
duoc goi. Cong chirc chu dong hudng dan cac khach hang chua dugc goi s6 ngdi
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vao hang ghé cho da duoc bb tri sin, tuyét d6i khong dé xay ra tinh trang cong dan
tu tap, chen lan trudc quay xur Iy do minh phu trach, giy ap luc 1€n cong chirc va
nhitng cong dan dang lam thu tuc.

3. Chuin muc trong thai dj va giao tiép

Khi giao tiép truc tiép: Trong subt qua trinh tiép cong dan, can bd, cong chirc
phai ludn ton trong, lang nghe tan tinh, giai thich va huéng dan cin k& vé quy trinh
xu 1y cong viéc. Bit budc thuc hién nghiém phuong cham “4 xin, 4 luén”: Xin chao,
xin 16i, Xin cam on, xin phép; luén mim cuoi, ludn nhe nhang, luén léng nghe, luon
gitp do.

Khi giao tiép qua dién thoai: Khi giai dap thic mac qua dién thoai, cong chirc
phai xung 13 tén, chirc vu va by phén phu trach. Qua trinh trao d6i can ngan gon, di
thang vao trong tdm cong viéc voi am luong vua du nghe, gitr thai d6 lich sy khong
git gong, noi trong khong hodc ngat dién thoai dot ngot.

4. Chap hanh nghiém ky cwong hanh chinh

Can b0, cong chirc dugc phan cong nhiém vu tai Trung tdm Phyc vu hanh
chinh cong phai chap hanh nghi€m tuc thoi gian lam viéc, thyc hién dang chire trach,
nhiém vu theo cac quy ché, ndi quy lam vi¢c da dugce ban hanh.

Tich cyc thue hién sé hoa hd so theo quy dinh va chu dong hudng dan nguoi
dan sir dung tai khoan VNelD dé - nop ho so truc tuyen thanh toan truc tuyen gop
phan nang cao ty 1& hd so truc tuyén, thanh toan truc tuyén va ty 1& s6 hoa ho so theo
chi tiéu duoc giao.

UBND phuong dé nghi cac phong chuyén mén thudc phudng, Chi nhanh Vian
phong dang ky dat dai Cam Ranh va can b, cong chirc dugc phan cong lam viée tai
Trung tdm Phuc vu hanh chinh c6ng nghiém tic thuc hién cac noi dung trén./. .-

Noi nhgn: (VBDT) TM. UY BAN NHAN DAN
- Nhu trén; 3
- Chu tich, cac Pho Chu tich UBND; Ti CHQ TICH
- Trang thong tin dién tir phuong;
- Luu: VT, MT.
-

guyén Thi Xuin Phuong
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