CO QUAN HPND-UBND CONG HOA XA HQI CHU NGHIA VIET NAM

PHUONG TRAN PHU Péc lap — Tw do — Hanh phiic
Sb:47 IQD-CQ Phwong Tran Phii, ngay 25 thang 7 nam 2025
QUYET PINH

Vé viéc ban hanh Néi quy Co quan HPND-UBND phuwong Tran Phu

THU TRUONG CO QUAN HPND-UBND PHUONG

Can cir Ludt Té chitc chinh quyén dia phirong sé 72/2025/0H15;

Can cir Ludt Can bé, cong chire s6 80/2025/0H15;

Can cit Quyét dinh sé 129/2007/0D-TTg ngay 02/8/2007 cia Thii twéng
Chinh phii ban hanh Quy ché van hod céng sé tai cdc co quan hanh chinh Nha
nuoc,

Can cir Quyét dinh s6 20/2019/QD-UBND ngay 19/4/2019 ciia UBND tinh
Ha Tinh vé viéc ban hanh quy ché van héa cong vu tai co quan, don vi trén dia
ban tinh Ha Tinh,

Xét d@é nghi ciia Chanh Van phong HDND-UBND phuong.

QUYET PINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay Noi quy Co quan HDND-
UBND phuong Tran Pha (sau day goi tat 1a Co quan).

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ban hanh.

Chanh Vian phong HDND- UBND, Truong cac phong, don vi va cac can bg,
cong chire, nguoi lao dong va cac to chirc, ca nhan co lién quan chiu trach nhiém
thi hanh Quyét dinh nay./. Gl

Noi nhin: THU TRUONG CO QUAN
- Nhu biéu 3;

- Chu tich, cac PCT UBND phuong;
- Luu: VT, VP.
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CO QUAN HPND-UBND ~ CONG HOA XA HOQI CHU NGHIA VIET NAM
PHUONG TRAN PHU Poc 1ap — Tw do — Hanh phuc

NQI QUY CO QUAN HPND-UBND PHUONG TRAN PHU
(Ban hanh kém theo Quyet dinh so ..../OD-CQngay thang 7 nam 2025 ciia
Co quan HPDND-UBND phwong Tran Phu)

CHUONG 1. QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh théng nhét viéc quan Iy hoat dong tai Tru s& Co quan
HDND — UBND phuong Tran Phi.

Picu 2. Péi twong ap dung

1. Can bd, cong chuc, ngudi lao dong thudc Co quan (Goi tat 1a can bo,
cong chirc, ngudi lao dong).

2. Céc t6 churc, ca nhan co lién quan dén lam viéc, giao dich, du hop, hoi
nghi, hoi thao tai Tru s¢ Co quan HDND — UBND phuong.

CHUONG II. QUY PINH CU THE

Picéu 3. Thoi gian lam viéc (gio hanh chinh)

Theo quy dinh cia UBND tinh, cu thé:

- MUa Heé:

+ Budi sang tir 07 gid 30 dén 11 gio 30.

+ Budi chiéu tir 13 gio 30 dén 17 gio 30.

- Mua Dong:

+ Budi sang tir 07 gio 30 dén 11 gio 30.

+ Budi chiéu tir 13 gio 30 dén 17 gio 30.

Céan b9, cong chtic, nguoi lao dong lam viéc ngoai gid hanh chinh hang
ngay theo quy dinh hodc cac ngdy tht bay, chu nhat, ngay nghi 18, tét phai thong
béo cho Vin phong HDND-UBND biét dé theo ddi.

Piéu 4. Trang phuc

1. Trang phuc hang ngay:

- Khi thyc hién nhiém vy, can bg, cong churc va nguoi lao dong phai mac
trang phuc gon gang, lich sy, mang giay hodc dép c6 quai hau.

+ Pbi voi Nam: quan au, ao SO mi.

+ Pbi voi Nii: 40 so mi, quan 4u hodc vay, mang gidy hodc dép c6 quai hau
(khong mic 4o trong cd, 4o khong c6 tay, vy ngan, mong, vy xé cao...).

- Trang phuc tai 1& chao co dau thang Cén bg, cong chtrc, nguoi lao dong
mac trang dong phuc cua co quan, don vi (néu c6) hodc nam mic 40 s0 mi mau
trang that cravat, quan sim mau hoic comple; nt mac ao dai truyen thong hodc
comple, trang phuc cong sd. Tuy theo thoi tiét, co quan c6 sy diéu chinh, quy dinh
thng nhat, tao su trang nghiém cta budi 18.

2. bdi v6i nhitng ngay dia phuong t6 chic 18 hodc hoi nghi quan trong thi
mac 18 phuc, cu thé:



L& phuc dugc mic khi don tiép, tham du cac budi 1& va cac cudc hop trong
thé, hoi nghi can b, cong chue, lao dong hang nam.

Dbi véi Nam: quan au, 40 so mi, thit caravat hodc quan 4o complé, di gidy
da hodc dép da.

Pbi v6i Nit: 4o dai truyén théng hodc quan 4o vest; di gidy hodc dép co quai
hau.

Piéu 5. Pdi v6i can bd, cong chire va ngudi lao dong

1. Bén co quan 1am viéc dung gid quy dinh, deo thé cong chirc trong sudt
thoi gian lam viéc. Trang phuc gon gang lich su, dung quy dinh tai Quy ché thuc
hién dan chu trong hoat dong cia co quan va Quy ché van héa cong so.

2. Thyc hién nghiém ky luat, ky cuong hanh chinh; chap hanh va sir dung
hiéu qua thoi gian lam viée theo quy dinh cta phéap luat va quy ché lam viéc cua
co quan. Nghiém cam cong chire, nguoi lao dong 1am viée riéng, hut thude 14, choi
game trong gid lam viéc; udng ruou, bia, trude, trong gio 1am viée, gio nghi trua
cuia ngay lam viéc.

3. Co6 y thttc ddm béao v¢€ sinh phong lam viéc, khu vuc sinh hoat chung cua
co quan, khu vé sinh cong cong; vit rac, chat phé thai dung noi quy dinh.

4. Thyc hién nghiém chinh quy dinh phong chéng chay nd; tlet kiém dién,
nuéc; khong dé cac vat dé nd, chat dé chay trong phong lam viéc; ngat dién, khoa
ctra khu vuc dugc giao quan 1y trude khi ra vé; dau d6 phuong tién dung noi quy
dinh.

5. Thyc hién viéc bao mat thong tin cac hd so,van ban méat theo quy dinh, tai
li€u va an toan cua hé théng mang, khong dé vi rat, ma déc xam nhap lam mat tai
ligu, yéu cau khong duogc str dung cac cong cu sao chép tai licu hodc luu trir tai
liéu dua tir noi khac vao co quan dé in, sao chep tai liéu hodc dua tai liéu tur co
quan phat tan ra bén ngoai. Trong trudng hop can thiét, can bg, cong chirc phai xin
¥ kién Thu truong co quan dé kiém tra bao mat trudc khi gan thiét bi vao hé thong.

6. Can bd, cong chic, ngudi hoat dong khong chuyén trach di xe 6 td, xe
may, xe dap vao co quan phai dé xe ding khu vuc quy dinh; khong dé xe chan
duong di lai.

7. Chap hanh cac quy dinh dam bao an ninh trat tu trong Tru sé. Cé trach
nhiém bdo v¢ tai san cong va st dung cac tai san dung chung cia Tru s& dang quy
trinh k¥ thuat va huéng dan st dung.

8. Trong giao tiép va ung xu phai cé thai d0 lich sy, than thién, hop tac;
thie hién ding Quy ché van hoa cong so.

Piéu 6. Pdi v6i khach dén lién hé cong tac

1. Phai xuat trinh gidy gidi thidu, gidy moi, gidy to tiy than véi Lanh dao
Van phong HDND-UBND.

2. Khong dugc mang hung khi, vii khi, chat d& chay no, hoa chat doc hai,
hang qudc cam, cac vat, chat gdy mat vé sinh vao khu vuc Tru sé.

3. Nguoi khong c6 phan sy khong vao co quan. Nguoi cé phan sy vao lam
vi€c phai tuan theo quy dinh, khong di lai 16n xdn lam mat trat tu trong co quan.

4. Xe 6 t0, xe may, xe dap phai dé ding noi quy dinh.

5. Phai gilr gin v¢ sinh tai cac khu vuc vé€ sinh va cac noi cong cong, khong
vt gidy, rac lam mat vé sinh co quan.

6. Co quan khong giao dich, khong lam viéc véi nhitng ngudi say rugu, bia,
st dung chat kich thich, nhitng ngudi méc bénh tim than.



7. Béi voi phong vién bao chi dén giao dich phai dang ky qua Lanh dao Vian
phong HDND-UBND d¢é kiém tra diéu kién tac nghiép ctia phong vién va ndi dung
dang ky 1am viéc.

Piéu 7. Giir gin vé sinh co quan

1. Phong lam viéc duoc sap dit, trang tri gon gang, khoa hoc, sach s&, ngin
nap. B tri cdy xanh, khong dat bat huong tho cung tai phong lam viéc.

2. Ban lam vi€c ca nhan, sap xép tai lidu gon gang, ngan nap, thuan ti¢n.

3. Hang ngay t6 chirc don vé sinh phong 1am viéc vao budi sang, khong vit
rac bura bai gdy mat vé sinh chung cta co quan. Sau gio 1am viéc hang ngay, gom
rdc vao tai chuyén dén vi tri quy dinh.

4. Hang ngay Bao vé co quan c6 trach nhiém vé sinh sach s& phan san va
hanh lang cua Tru s& co quan. Chiu trach nhi¢ém dong, cit ngué)n dién, nudc cua co
quan phuc vu cac hoat dong mdt cach hop ly, ddm bdo an toan, tiét kiém. Quan 1y,
cham séc, cat tia cay xanh, cay canh bao dam “xanh - sach - dep”.

Picu 8. Sir dung va quan ly tai sin

1. Can bd, cong chirc, ngudi lao déng duogc co quan giao trang thiét bi phuc
vu cong tac va lam viéc phai quan 1y chat ché. Néu 1am mat, hu hong ma khong c6
ly do chinh dang thi phai bdi thudng theo gia tri tai san do.

2. Khong dugc ty y cho mugn, mang tai sdn cong ra khoi tru sé co quan,
phong lam vi¢c khi chua dugc su cho phép cua can bd, cong chirc, nguoi lao dong
quan ly va Thu truong co quan.

3. Tat tat ca cac thlet bi dung dién khong can thiét khi ra khoi phong va hét
gid 1am viée (tan dung tdi da anh sang tu nhién trong gio lam vige).

4. Chi sur dung diéu hoa nhiét do khi can thiét, mua heé bat vao lic 8h30
sang, tat may diéu hoa trudc khi ra vé 30 phit.

5. Str dung nudc tiét kiém, dtng muc dich.

6. Cai dat may vi tinh & ché do tiét kiém niang luong. Man hinh, CPU tit cho
sau 10 phut khong sir dung. Khong st dung may vi tinh dé choi trd choi, chi khai
thac internet phuc vu cho cong viéc.

7. Hoi nghi trong co quan: cac can by chuyén mon, bd phan chu tri, phéi
hop v6i Vian phong HPND-UBND va céc can b ¢6 lién quan chuan bj toan bo co
s vat chat phuc vu hoi nghi (trang tri, &nh sang, am thanh, nudc uéng...), phan
cong can bd phuc vu hdi nghi.

8. Cac phong, don vi c6 nhu cau st dung phong hop, hoi trudng: phai dang
Ky véi Lanh dao Van phong HDND-UBND trudce 02 ngay. Truong hop dot Xuét
c6 thé trao doi véi Chanh Vin phong dé diéu chinh, sap xép. Khi sir dung xong dé
nghi cac phong, don vi thuc hién v€ sinh sach s€ trudce khi tra lai va day du tién
nghi, néu that thoat phai bdi thudng.

9. Viéc bao quan va sir dung hé thong loa may, may chiéu, ti vi, may tinh,
thiét ché vin hoéa phuc vu cic hoi nghi, sy kién ctia phudng duoc giao cho Vin
phong va mdt can bd ctia phong Van hdéa — xa hoi quan ly, st dung phuc vu cac
ho1 nghi trong co quan.

Piéu 9. Nhiing quy dinh vé phong chay, chira chay

1. Cim hut thudc 14 trong khudn vién co quan va ding cac phuong tién giy
chay noi dé xe 6 t6, xe may va cac thiét bi tai san dé chay trong khu vuc co quan.

2. Khi phat hi¢n chay, nd, can bo, cong churc, nguoi lao dong phai kip thoi
thong bao va phdi hop tham gia phong, chita chay.



3. Trudc khi ra vé& hodc di ra khoi phong, phai c6 trach nhiém tét thiét bi
dién, khoa ctra dé dam bao an toan tai liéu va tai san co quan.

4. Thyc hién nghiém chinh vé an toan phong chdy, chita chy, quan 1y tbt
cac trang thiét bi phong chay, chita chay cua co quan (theo quy dinh phong chay,
chira chay).

Chuwong III. TO CHUC THUC HIEN

Piéu 10. Trach nhiém thi hanh

1. Céan bg, cong chirc, nguoi lao dong Co quan c6 trach nhiém thuc hién
nghiém tic cac ndi dung cuia NGi quy nay.

2. Can bg, cong chuc, nguoi lao dong Co quan vi pham cac quy dinh cua
Noi quy nay, gay that thoat thiét hai vé tai san ctia Nha nudc thi phai bdi thuong,
tiy theo tinh chat va mirc d6 vi pham s& bi xtr Iy hanh chinh hodc bj truy ctru trach
nhi¢m theo quy dinh cta phap luat.

3. Trong qué trinh thyc hién néu c6 vudng mic, cac don vi phan anh vé Vin
phong HDND-UBND phuodng dé tong hop, trinh Thu truéng Co quan xem xét,
quyét dinh./.

CO QUAN HPND - UBND PHUONG
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