UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

PHUONG LONG XUYEN Poc lap — Ty do — Hanh phic
S6: 13084/QDP-UBND Long Xuyén, ngay 31 théng 12 nim 2025
QUYET PINH

vé viéc ban hanh N§i quy co’ quan Uy ban nhan dan phwong Long Xuyén

CHU TICH UY BAN NHAN DAN PHUONG LONG XUYEN

Cén cie Ludt To chire chinh quyén dia phwong ngay 16/6/2025;
Can cir Lugt Can bg, cong chitc ngay 24/6/2025;
Can cir Bo ludt Lao dong ngay 20/11/2019;

Can cir Nghz dinh 172/2025/ND-CP ngay 30/6/2025 cua Chinh phu quy
dink vé xit Iy cdn b, cong chirc;

Can cir Quyet dinh s6 184 7/QB ITg ngay 27/12/2018 cua Thu tudng
Chinh phi vé viéc vé viéc phé duyét Pé dn Vin héa cong vu;

Theo dé nghi ciia Chdnh Vin phong Hoz dong nhan dan va Uy ban nhdn
dan phwong Long Xuyén.

QUYKLT PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Ndi quy co quan cia Uy ban
nhan dan phudng Long Xuyén.

Diéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong HDND va UBND phuong; Trudng phong Vin
hoa - X& hoi; Trucmg phong Kinh té, Ha ting va P thi; Thu truéng cac co
quan, don vi c6 lién quan va toan thé can bd, cong chure, vién chire, ngu‘m lao
dong cac co quan, don vi thudc UBND phuong va céc td chirc, c4 nhin c6 lién

hé cong tac voi UBND phudong Long Xuyén chiu trach nhiém thi hanh Quyét
dinh nay./pt/

Noi nhgnsV’ KT, CHU TICH
- Nhu Piéu 3; o ?

- TT. Dang uy phudng;

- TT. HDND phudng;

- Chu tich, cas PCT UBND phurong;

- UBMTTQ VN, céc t6 chirc CT-XH phudng;

- Cac phong ban chuyén mon, don vi tryc thude;
- Cac khém:;

- Lwu: VT, VHXH.
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BANNHANDAN  CONG HOA XA HOI CHU NGHIA VIET NAM
G LONG XUYEN Pjc lap — Tw do — Hanh phic

NQI QUY
/éUA CO QUAN UY BAN NHAN DAN PHUONG LONG XUYEN

e &
S==="(Ban hanh kém theo Quyét dinh s6 13084/QP-UBND ngay 31/12/2025 cia
Uy ban nhdn dén phuong Long Xuyén)

Piéu 1. Muc dich, pham vi ap dung

1. Noi quy nay quy dinh'vé gio gidc lam viéc, thai do, trang phuc, trach
nhi€m, ky luat, bao mat, quan ly va s dung tai san cong trong co quan UBND
phudng.

2. Tht ca can bd, cong chirc, ngudi lao dong lam viéc tai co quan UBND
phudng va cac t chirc, c4 nhan dén lién hé cong tac, thuc hién cong viée tai co
quan UBND phudng c6 trach nhiém thuc hién Noi quy nay. Di voi cong chite,
cac tO chirc, c4 nhan thuc hién thi tuc hanh chinh tai Trung tdm phuc vu hanh
chinh cong, ngoai thuc hién Noi quy co quan UBND phuong, con thuc hién Noi
quy lam viéc tai Trung tdm phuc vu hanh chinh cdng phudong Long Xuyén.

Piéu 2. Nguyén tic lam viée

1. Lam viéc theo nguyén tic tip trung din chi, ding chirc ning, nhiém vu
dugce phan cong.

2. Bam bao ky cuong, trat ty hanh chinh, nang cao hi€u qua phuc vu Nhan
dan.

Piéu 3. Giv 1am viéc va ché dd cong tac
1. Hang tudn lam viéc cac ngay Thu 2, 3, 4, 5, 6; nghl cac ngay Thur 7,

Chu nhét, ngay L&, Tét theo quy dinh; phan cong truc cac ngay L&, Tét. Truong

hop can thiét Chil tich UBND phuong quyét dinh 1am thém ngay Thi 7, Chu
nhat.

2. Gio lam viéc:

+ Budi sang: Tl 7 gidr 00 phat dén 11 gid 00 phit

+ Bubi chidu: Tir 13 gid 00 phut dén 17 gir 00 phit

- Truong hop lam thém gid: thuc hién theo chi dao cta 1anh dao.
3. B0 phén bao vé lam viéc theo lich truc riéng.

Piéu 4. Pbi v6i can bd, cong chirc, vién chirc, ngwoi hoat ddng khong
chuyén trach va nguoi lao dong co quan

1. Bén co quan lam viéc dung gid quy dinh, trang phuc gon gang, lich su
va deo thé can bg, cdng chirc khi lam viéc va thyc hién nhiém vu. Tac phong,
thai d6 ng x, giao tiép trong lam viéc chuan muec, lich sy, van minh.

2. Nghiém tic chép hanh sy phan cdng nhiém vy cua cép trén; trong giao
tiép phai hoa nha, van minh, lich sy, ngdn ngit giao tiép phai rd rang. Nghiém



cdm moi biéu hién clra quyén, hach dich, gdy phién ha, sach nhiéu trong giai
quyét cong viée.

3. Khi phat ngon, chia s¢ théng tin lién quan dén co quan, don vi phai dam
bao dung chirc trach, thim quyén, tudn thii quy dinh vé phét ngdn va cung cip

thong tin. Khong ding tai, tuong tac cac thong tin sai su thét, xuyén tac, chua
dugce kiém chig trén mang xa héi.

4. Khi giai quyét céng viée phai tudn theo Quy ché lam viéc clia co quan,
néu giai quyét céng viéc chua xong phdi béo céo lanh dao UBND phudng va
hen thoi gian giai quyét rd rang.

5. Khong duoc ubng rirou bia trong giy 1lam viée va gidr nghi trua clia ngdy
1am viéc; khong hut thudc 14, khong an qua vat trong gi¢ lam vige.

6. Tuan thii quy dinh v& bao vé bi méat nha nudc; khong tiét 1§ va cung cap
tai liéu cho nguoi khac khi chua duge phép cia lanh dao UBND phuong.

7. Co ¥ thi tiét kiém, bao quan tai san cong, khong tir ¥ di chuyén lam

thay dbi vi tri cac trang thiét bi va phwong tién lam viéc khi chua dugc sy dong
y cta ldnh dao UBND phuong.

8. Thyc hién nghiém tac quy dinh vé& phong chdng chay nd; tiét kiém dién,
nudce; khong dé cac vat da nd, chat d& chay trong phong lam viéc va kho tai li€u;
ngét dién, khéa cira phong dugc giao quéan 1y trude khi ra vé,

9. Co y thie giir gin vé sinh phong lam viée, khu vuc vé¢ sinh chung; vt
rac, phé thai ding noi quy dinh.

10. Tham du dy du cac cude hop dinh k¥ va dot xuét.

: 11. Béo cao ¢ong viée trung thyc, ding thoi han; chip hanh su phan cong
cua lanh dao.

12. Khi di dia ban 1am viéc, tham gia bdi dudng, tép hudn hoic ving mat
trong gidr lam viéc tai co quan phai bao cdo va dugc 1anh dao phu trach tryc tiép

dong y. Truong hop nghi ¢6 viée riéng tir 01 fgay trd 1én phai dugc phé duyét
cta Lanh dao UBND phuong.

Pitu 5. Pbi voi dai dién td chirc va cong din dén lam vide
Dai dién cac td chirc va cong dan dén lién hé cong tac, lién hé tai Trung

tdm Phyc vy hanh chinh cong va Vén phong HDND va UBND phuong dé dugc
hudng din giai quyét, can thure hién nghiém tic nhitng ndi dung sau:

1. Xuét trinh gidy t& theo quy dinh, chdp hanh dung Ndi quy lam viéc va
thuc hién theo hudng dan cla can bg, cong chic va ngudi lao dong lam viée tai
UBND phudng.

2. Chép hanh nghlem tic Noi quy cua co quan, khong trong trang thai say
ruou, bia, khéng gy 6n ao, mat trat tu, gitt gin vé sinh chung, khong di lai

nhimg noi khdng ¢6 nhiém vy; cac phuong tién di lai phai dé dung noi di quy
dinh.

2. Khi dén tru s& dé lién hé cong tac dai dién cac td chitc va céng dan phai

c6 trang phuc gon gang, lich su, kin ddo va phu hop vai thudn phong my tuc,
khong gy phan cam.



3. Khong dugc mang hung khi, vii khi, chat dé chay, nd, héa chit doc hai,
hang qudc cim; cac vat, chit giy mét vé sinh vao khu vuc tru sd.

4. Khong dugce ty y ghi 4m, quay phim, chup anh khi chua dugc ngudi ¢6
thidm quyén déng ¥, cho phép.

5. Khong dugc gay mét trat ty cdng cdng, vu cdo, xiic pham uy tin, danh du
cua cac co quan Nha nude, ngudi thi hanh céng vy.

6. Phai giit gin vé sinh tai cic khu vire trong co quan, khong virt gidy, rac
lam mét vé sinh co quan.

7. Co quan khong giao dich, khéng lam viéc vdi nhimg ngudi di st dung
bia, rrou, ma tiy, ngudi mét ning luc hanh vi dén sy.

Piéu 6. Quy dinh vé phong chay, chira chay

1. Khong hat thudc 14 trong Hoi trudng, phong hop co quan, noi cong cng

va diing cac phuong tién gay chdy, dé chay noi de xe 0 t0, xe may va trong khu
VUC co quan. -

2. Thyc hién nghiém chinh an toan phong chdy, chita chdy, quan ly t6t cac
trang thiét bj phong chdy, chita chay cta co quan. Trude khi ra vé hodc ra khoi

phong, phai tit thiét bi dién, khod ctra d8 dam bao an toan tai licu, tai san co
quan.

3. Khi phét hién chay, nd phai kip thoi théng bao va phdi hop phong chay,
chira chay.

Didu 7. T chire thye hién

1. Can b9, cdng chirc, ngudi lao dong va td chire, ¢4 nhan dén lién hé cong
tac tai UBND phuong c6 trach nhiém thirc hién nghiém N6i quy nay.

2. Can bg, cong churc, nguoi lao dong, cong dan thyc hién t6t Néi quy s&
dugc biéu dwong, khen thudng. Trudng hop vi pham Noi quy, tuy theo mirc df

s& bi nhic nhé, phé binh céng khai. Néu vi pham nghiém trong s& bj xem xét, xir
ly theo quy dinh ctia phap uét./.






