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

XA PUC THANG Pic lip - Ty do - Hanh phiic
$6:244/QD-UBND . Dikc Thing, ngay A thdng 04 ndm 2022
QUYET PINH

Ban hanh Ngi quy lam vncc clia co quan Uy ban nhin dan
xi Pire Thiing nhiém ky 2021-2026

UY BAN NHAN DAN XA PUC THANG

Can cir Ludt T6 6 chirc chmh quyén dja phuong ngay 1 9/6/201 5, Lugt sua do: bé
sung m¢t s6 diéu cia Ludt To 6 chitc Chinh phit va Ludt Té chirc chinh quyén dia
phwong ngay 22/11/2019;

Cén cir Quyét dinh s6 129/200 7/QD TTg ngay 02/8/2007 cua Thu tuang Chinh
phu ban hanh Quy ché vén hod cdng s tai cdc co quan hanh chinh Nha nueéce,

Cadn cir Chi thi s6 05/2008/CT-TT, g ngay 31/1/2008 cua Thu tuang Chinh phu vé
viéc ndng cao hiéu qua thoi gian lam viéc cua cdn bg, cong chiic, vién chirc nha nuéc;

Can cir Quyet dinh s6 /QD-UBND, ngay  /7/2021 cia UBND xa Dirc T héing
ban hanh Quy ché lam viéc ciia UBND xd Pirc T, hing nhiém ky 2021-2026;

Can cu Quyet dinh sé 48/2021/0D- UBND, ngay 22 /9/2021 cua UBND tinh
Quang Ngai vé viéc ban hanh quy dinh mot so  bién phap chan chinh ky ludt, ky cuong
hanh chinh trong déi ngii cdn bé, céng chire, vién chirc cua tinh Quang Ngai,

Sau khi théng nhat voi Thuong truc Dang 1y, HDND, UBND, Uy ban MTTQ,
Truong cac Hoi- Doan thé va Cong chirc UBND xa tai héi nghi UBND mo rong ngay

/03/2022 vé viéc xin y kién gop y vao dir thdo Néi quy lam viéc cua co quan UBND
xd, nhiém ky 2021 - 2026.

QUYET PINH:

Dit“;u 1. Ban hanh kém theo Quyét dinh nay ban ndi quy lam viéc cia UBND xa
buc Thang nhiém ky 2021 —2026.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky va thay thé cic Quyét
dinh trudc d6 da ban hanh.

Giao cho Cong chtrc Vian phong thong ké, Cong chirc Van héa x4 hdi chiu trach
nhiém niém yét céng khai va trién khai t5 chirc thuce hién Noi quy trong toan co quan.

Pidu 3. Vian phong UBND x4, cac ban nganh,h{i doan thé & x4, can b, cong
chirc, ngudi hoat dong khong chuyén trach, ngudi lao dong thugc UBND x4; céc td
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UY BAN NHAN DAN
XA DUC THANG

CONG HOA XA HOI CHU NGHIA VIET NAM
D{c Iip - Ty do - Hanh phiic

NQI QUY LAM VIEC CUA CO QUAN UY BAN NHAN DAN

XA DUC THANG NHIEM KY 2021- 2026
(Ban hanh kém theo Quyét dinh s6

/QD-UBND ngay /3/2022
cria UBND xd Dire Thding).

Chuong 1
NHUNG QUY D|NH CHUNG
Pi¢u 1. D6i tuong va pham vi ap dung:
1. Noi quy ndy duge 4p dung tai co quan UBND x4 Duac Théng.

£ - ~ A ” . 0 ~ 3 I3 ’ M A -1
2. Tat ca can b, cong chirc, ngudi lao dong ciia x& va cac td chuc kinh te — xa
héi, cong dan téi lién hé cdng tac tai co quan UBND xa c6 trach nhiém thyc hién noi
quy nay.

Piéu 2. Thoi gian lam viéc:
1. Co quan UBND xi lam viéc 8 gid/ngady (40 gid/tuin);
- Budi sang tlr 7 gid 00 dén 11 gid 00
- Budi chiéu tir 13 gid 00 dén 17 gid 00.
2. Thit bay, chu nhat, céc ngay 1é: nghi
3. Trudng hop lam thém gid: Do yéu ciu clia linh dao co quan.
Diéu 3. Nhitng hanh vi bj cm:
1. Gay mét an ninh, trat tr trong khu vuc co quan;
2. Mang vii khi, chit nd, chit d& chay va hoa chit ddc hai vao co quan;

3. Say hoic sir dung ruou, bia hodc d6 udng c6 cbn khac trong gio hanh chinh
3. Hut thudc 14 tai noi cong so.

Chuong I1
POI VOI NGUOI PAI DIEN CHO TO CHUC VA
CONG DAN PEN LAM VIEC

Pieu 4. To chirc, ca nhdn dén lam viéc phai thuc hién nhiing ndi dung sau:

Dugc quét bang CamScanner



&i bd phén nao thi dén

1. T chire, cf nhn dén gino djch, lién hé cong vige Vh& tich UBND thi phii

ding b phin d6. Néu dén 1am viée véi Chu tich hogic Phé C
diing ky tai Van phdng UBND x4 dé dugc hudng dan.

: ( i inh.
2, Cdc phurong ti¢n di li nhur: 8t6, xe may, xe dap phai dé dtng noi quy din
Khéng bép ¢di, phéng nhanh vao co quan, ’ o
3. Trang phye phai gon gang; Khéng mic 4o hé nich, qu?m qgﬁn, khdng gdy on
o, to tiéng; Khong doi mil khi gidi quydt cong viéc;.... gitt gin vé sinh chung.
4. Tyr bdo v¢ tai sdn cé nhan khi dén co quan va dam bao t6t cdng tac phong
chéng djch bénh theo quy dinh cia nha nuée.

. ; Y
Didu 5. TS chirc va c4 nhan dén khiéu nqi, t8 cdo, phan anh, l'<lén nghj phai den
phdng tiép dén (hoiic b phdn mdt cira) va chép hanh ddy du cc ndi quy, quy dinh vé
tiép dan.
Didu 6. T4 chirc va c4 nhan dong gép y kién xdy dung co quan cé thd gap truc
tiép lanh dao co quan dé phan &nh hogic viét thur gop y.
Chuong II1
POI VOI CAN BO, CONG CHU'C
VA NGUOI LAO PONG CUA CO QUAN
Piéu 7. Trach nhi¢m ctia can bo, cong chirc:
. 1. Thyc hién duing, day di va chju trach nhiém v& két qué thuc hién nhiém vu,
quyén han dugc giao.
2. C8 y thire t6 chirc ky lut, nghiém chinh chép hanh néi quy, quy ché cia co
quan, don vij.
3. Chui dong phoi hop chit ché trong thi hanh cang vu; giit gin doan két trong co
quan, t6 chirc.
4. Tao diéu kién thuan lgi cho td chuc va cong dan dén lien hé cong tic va lam
viéc.
5. Chép hanh nghiém chinh sy phan cong nhi€ém vu ctia lanh dao.
6. Dam bao t6t céng tic phong chéng dich bénh theo quy dinh cua nha nuéc.
Diéu 8. Nhimg viéc can bg, cong chirc khéng duogc 1am.
1. Cén bd céng chic khong duge tiét 16 thong tin lién quan dén bi mat nha
nuge dudi moi hinh thie, ’
2. Tron tranh trich nhiém, thodi théc trach nhiém dugc giao; gay bé phai, mit
doan ket.

Piéu 9. Trang phyc:
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1. Trang phyc hang ngay:

‘Khi thi hanh cong vy, cén bg, cdng chire, ngudi lao ddng phai dn milc chinh t'é,
gon gang, lich sy, mang gidy hodic dép cé quai hju. Khong duge mic quén jean, o
thun tai cdng s& trong gid hanh chinh.

2. L& phye:

L& phuc dwge mac khi dén tiép, tham dy ce budi 18 va cée cude hop trong thé,
héi nghj cdn by, cdng chire hang nam.

D4i véi Nam: quan den, 4o so mi, thit caravat hojc quén 4o compld, di gidy da.

D&i véi Ni:: do dai truyén thdng hodie quin o vest; di gidy hodc dép co quai
héu.

Dicu 10. Thye hién nép séng van ho4 trong giao tiép (g xir:

1. Trong giao tiép mg xir phai ¢6 thai d§ lich sy, ton trong; ngdn ngflr giao tiep
bang tiéng viét phai rd rang, mach lgc.

. A A :

2. Khi giao tiép qua dién thoai: Phai xung tén, don vi cong tic. Trao doi ngan
gon, tip trung vao ndi dung cong viéc, khong ngit di¢n thoai dot ngdt.

Piéu 11. Giir gin v¢é sinh co quan:

1. Phong lam viéc dugce sdp dat, trang tri gon gang, khoa hoc, sach s&, ngén nap.
2. Ban 1am viéc ¢4 nhén, sip xép tai liéu gon gang, ngin nép, thuén tién.

. Hang ngay t chirc don vé sinh phong lam viéc, khong virt rac bira bai gay

mat v¢ sinh chung cua co quan.

- Dinh ky hang thang vao chiéu thr 6 cia tun cudi thing phai tham gia don vé
sinh tru s& co quan vao lic 16h30.

w

Piéu 12. Quan ly tai san:

1. Can bg, cong chirc, ngudi lao dong dugc thi trudng co quan giao trang thiét
bi phuc vu cdng tc va lam viéc phai bao quan, sir dung tai san co quan ding muc dich
co hiéu qua va tiét kiém

2. Khong duge di chuyén bt ky tai san, cong cu cua co quan ra khoi phong lam
Viéc, tru s co quan khi chua c6 su dong y ctia thi trudng co quan don vi d9.

Piéu 13. Nhitng qui dinh v& phong chéy, chita chay:

_1. Khéng duge sir dung céc phuong tién giy chay noi dé xe va céc thiét bi ta1
san de chay trong khu vuc co quan.

2. Khi phat hién chdy, nd, cn bd, cong chire, ngudi lao dong phai kip thdi théng
béo va phoi hop tham gia phong, chita chay.
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3. Truée khi ra vé hodc di ra khéi phdng, phai cé trach nhiém tét thiét bi dién,
khod cira dé dam bao an toan tai li¢u va tai san co quan.

4. Thue hién nghiém chinh v& an toan phong chdy, chita chay, quan ly tot céc
trang thiét bj phong chdy, chita chdy cua co quan (theo quy dinh phong chdy, chira
chay).

Chuong IV

TO CHUC THUC HIEN
Diéu 14.
Tét ca cén b, cong chire, ngudi lao ddng va céc td chirc kinh té - xa hoi, cong
dén t6i lién hé cong tac tai co quan UBND x4 ¢6 trach nhidm thuc hién N&i quy nay.
Didu 15.

. 1. Giao trdch nhi¢ém Van phdng UBND x4, Céng doan co quan UBND xi dinh
ky kiém tra viéc thuc hién ndi quy clia co quan va bao cdo két qua voi Cha tich UBND
Xa.

2. Cén bg, cong chirc, ngudi lao ddng, cdng dan vi pham Noi quy, tuy theo mirc
do sé bi xir ly theo quy dinh.

“Diéu 16. Trong qua trinh trién khai thuc hién, néu cn bd sung, sira ddi, cic don
vi kién nghi Vin phong UBND xi dé bio cdo UBND xi xem xét, bd sung cho phi

hop./.
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