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NOQI QUY CO QUAN
vet/dinh s0:3717 /OD-UBND ngay 17 thang 12 nam 2025
ﬂ Uy ban nhdn ddan phuwong An Hoi)

N Chuong |
NHUNG QUY PINH CHUNG

Piéu 1. Muc dich, pham vi &p dung

1. Noi quy nay quy dinh vé gio gidc 1am viée, thai d9, trang phuc, trach
nhiém, ky luat, bao mat, quan ly va sir dung tai san cong trong co quan Uy ban
nhan dan (UBND) phuong An Hoi.

2. Ap dung d6i voi toan thé can b, cdng chic, vién chic, ngudi lao dong
dang 1am viéc tai UBND phuong va c4c té chuc, ca nhan dén tru s UBND
phuong An Hoi dé yéu cau giai quyét cac thu tuc hanh chinh hoic cac quan hé hop
phap khac theo quy dinh cua phap luat hién hanh.

biéu 2. Nguyén tic lam viéc

1. Lam viéc theo nguyén tac tap trung dan chu, dung chuc ning, nhiém vu
duogc phan cong.

2. bam bao ky cuong, trat tu hanh chinh, nang cao hiéu qua phuc vu Nhan dan.

Chuong I
QUY PINH CU THE

Piéu 3. Gio 1am viéc va ché dd cong tac

1. Hang tuan lam viéc cdc ngay Thu 2, 3, 4, 5, 6; nghi c4c ngay Thir 7, Chu
nhat, ngay L¢, Tet theo quy dinh; phan cdng tryc cac ngay Le, Tét. Truong hop can
thiét 1anh dao UBND phuong hoac 1anh dao cac phong, don vi quyét dinh lam
thém ngay Thir 7, Chu nhat.

2. Gio lam viéc: 08 gio/ngay (40 gio/tuan).

- Buoi sang: Tir 07 gio 00 phut dén 11 gio 00 phut;

- Buoi chiéu: Tur 13 gio 00 phut dén 17 gio 00 phut.

Picu 4. Poi v6i can bd, cdng chic, vién chire, nguoi hoat déng khong
chuyén trach va nguoi lao dong co quan

1. Pén co quan lam viéc dung gid quy dinh, trang phuc gon gang, lich su, deo
thé cong chuce trong thoi gian lam viéc.

a) Trang phuc hang ngay: Khi thuc hién nhiém vy, can bg, céng chic phai an
mac gon gang, lich su, mang giay hoac dép cé quai hau.



- B6i voi Nam: quan 4u, 40 so mi.

- Péi v6i Nit: 40 so mi, quan au, vy hoic ¢am cong so, mang giay hoic dép
cd quai hau.

b) L& phuc: theo ddng phuc co quan (néu co)

L& phuc duoc mac khi don tiép, tham dy céc budi I va cac cudc hop trong
thé, hoi nghi can b, cdng chirc hang nam.

- B4i véi Nam: quan au, 40 so mi.

- Bdi véi Nit: 40 dai truyén thong.

2. Nghiém tc chap hanh sy phan céng nhiém vy cua cap trén; trong giao tiép
phai hoa nhd, van minh, lich sy, ngon ngit giao ticp phai rd rang. Nghiém cam moi
biéu hién ctra quyén, hach dich, gay phién ha, sach nhiéu trong giai quyet congviéc.

3. Khi giai quyét cong viéc phai tuan theo Quy ché Iam viéc cua co quan, néu
gial quyet cong viéc chua xong phai bao cdo 1anh dao phong, don vi hodc lanh dao
UBND phuong va hen thoi gian giai quyét rd rang.

4. Trong gio lam viéc phai gitr gin trat tu, khong qua lai cac phong khac khi
khong co6 yéu cau.

5. Khong duoc uépg ruou bia trong gio lam viéc va gio nghi trua cua ngay
lam viéc; khong hat thuoc 14, khong an qua vat trong gio lam viéc.

6. Tuan thi quy dinh vé bao vé bi mat nha nudc; khong tiét 16 va cung cap tai
liéu cho nguoi khac khi chua dugc phép ctua lanh dao UBND phuong.

~7.Coy thuc tict kiem, bao quan tai san cong, khong tu y di chuyén lam thay
doi vi tri cac trang thiét bi va phuong tién lam viéc khi chua dugc sy dong y cua
lanh dao phong hay 1anh dao UBND phudng.

8. Thyc hién nghiém tac quy dinh vé phong chong chay no; tiét kiém dién,
nudgce; khong de€ cac vat de no, chat de chay trong phong lam viéc va kho tai ligu;
ngat dién, khoa ctra phong duoc giao quan ly trudc Khi ra ve.

9. Coy thue gilt gin vé sinh phong lam viéc, khu vuc vé sinh chung; vt rac,
phé thai dang noi quy dinh.

10. D6i vé6i than nhan, ban bé dén tham, don tiép tai’ph(‘)ng hop co quan,
khong dua than nhan va ban be vao phong lam viéc; khong tiep cbng dan tai phong
lam viéc riéng.

11. Tham du day du cac cudc hop, hoi y dinh ky va dot xuét.

12. B4o cao cdng viéc trung thuc, ding thoi han; chap hanh sy phan cong cua
lanh dao.

13. Can b, cong chic nghi tir 1 budi tre 18n phai xin ¥ kién va dugc su dong
y cua lanh dao phong. Truong hop nghi phép tir 1 ngay tré Ién phai ¢6 Pon xin
phép va dugc su cho phép cua lanh dao phong, 1anh dao UBND phuong.

Piéu 5. P6i véi dai dién to chire va cong dan dén lam viéc
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Pai dién cac to chirc, don vi va cong dan dén cong tac phai lién hé trudc voi
Vin phong Hoi dong nhan dan va Uy ban nhan dan phuong dé duoc huéng din va
bd tri lich cong tac, trir truong hop dén giai quyét cac hod so gidy to tai Trung tam
Phuc vu hanh chinh cong phudng. Khi dén céc to chirc, don vi va cong dan phai lién
hé tai Phong bao vé dé duoc hudng dan dén bo phan chuy@n mén cé chirc ning giai
quyét, can thuc hién nghiém tic nhitng ndi dung sau:

1. Chap hanh nghiém tdc Noi quy cua co quan, khong trong trang thai say
ruou, bia, khong to tiéng gay 6n ao, mat trat tu, giit gin vé sinh chung, khong di lai

nhitng noi khong c6 nhiém vu; cac phuong tién di lai phai dé dung noi da quy
dinh.

2. Khi dén try s¢ dé lién hé cong tac dai dién céc to chirc va cong dan phai ¢d
trang phuc gon gang, lich su, kin dao va phu hop véi thuan phong my tuc, khéng
gay phan cam.

3. Khong dugc mang hung khi, vii khi, chét d& chay, no, hoa chat doc hai,
hang qudc cam; c4c vat, chat gdy mat vé sinh vao khu vuc tryu so.

4. Khong duoc tu y ghi @m, quay phim, chup anh khi chua dugc nguoi co
tham quyén dong y, cho phép.
5. Khong duoc gy mat trat tu cdng cong, vu cdo, xic pham uy tin, danh du
Ccua cac co quan Nha nude, nguoi thi hanh cong vu.
6. Phai gitr gin v¢ sinh tai cac khu vyc trong co quan, khong virt gidy, rac lam
mat v¢ sinh co quan.
7. Co quan khong giao dich, khong lam viéc voi nhimg nguoi da st dung bia,
ruou, ma ty, ngudi mat nang luc hanh vi dan su.
Yéu cau can b, cong chuc, vién chic, ngudi lao dong va dai dién to chic,
don vi, cong dan dén lién hé cdng tac, lam viéc chap hanh nghiém tac No6i quy
nay./.
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