 thoi gian lam viéc mmg ede co quan, don vi.

XA HOI CHU NGHIA VIET NAM
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UY BAN NHAN DAN CC
PHUONG HIEP TAN
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 Hiép Tan, ngay 45 than

i quy ¢o quan

UY BAN NHAN DAN PHUONG HIEP TAN |

Can cir Ludr T6 chike chinh qu yén dia phuong ngay 1 9 thang 06 ndm 201 5
Ludt siwa doz b6 sung mét sé diéu cua Ludt T6 chite Chinh phit va Ludt T6 chiic
chinh quyén dia phwong ngay 22 thdang 11 nam 2019;

Cain cir Ludt Cdn b, cong chite ngay 13 thang 11 nam 2008; Ludt sua doi, b
sung mét s6 diéu ciia Ludt cdn bg, cong chike va Lugt vién chite ngay 25 thang 11
nam 2019;

Can cir Quyét dinh 56 129/2 05}7/&9-’!7’ g ngay 02/8/2007 cua T}m rzmng Chinh
phit ban hanh Quy che vdn hod céng 80 tai cdce co quan hanh chinh Nha mée;

Céin cir Chi thi s6 05/2008/CT-TTg ngay 31/1/2008 ciia Thii tuéng Chinh phi
vé viée nang cao hiéu qua thoi gian lam vige ciia edn b, céng chike, vién chite nha
 nude; Chi thi s6 OD/CT _UBND ngay 06 thdng 6 ndm 2013 cua Chil tich Uy ban nhdn
ddn tinh Tdy Ninh vé z‘cmg cuong ky cuong, ky ludt hanh chinh, ndng cao hi¢u qua

£

QUYET DINH:

_ Pidu 1. Ban hanh kém theo Qﬂyet dinh Noi quy cua co quan Uy ban nhén dén
phudng HI@;; Téan, gam 5 Chuong va 20 Diéu.

Pidu 2. Giao Thudng truc UBND phucmg, Van phong - théng keg vin héa — xi

hoi chiu tréch nhiém niém yét cong khai va trién khai t6 chic ti hién N&i quy
trong toan co quan.
: Pidu 3. Thuong tryc UBND, Thanh vién UBND, corng chu'c Van phong -
; thang ké phudng; cic ban, nganh; cén bg, cong chire, ngudi lao dong thmgc €O quan
- Uy ban nhén dan phudng Hiép Tén; céc to chire, ca nhan c6 lién hé cong tac voi
- UBND phudng chiu trach nhiém thi hanh Quyét dinh nay ké tir ngay ky /.

Noinhin:

-PDang uy - HDND phudng,
- Thanh vién UBND phuong,
-Nhu Pidu 3,

-Luwu VT.




UY BAN NHAN DAN CONG
PHUONG HIEP TAN

- Ty do - Hanh phiic.

CHUONG I
Piéu 1. Péi tuong va pham vi 4p dung: B
1. Noi quy ndy dugc 4p dung tai co quan UBND phudng Hiép Tan
2. Can b9, cong chire, ngudi lao dong va céc to chire kinh té —xa hoi, cong dan
t6i lién h¢ cong téc tai co quan UBND phudng cé tréch nhiém thyc hiér Noi quy nay.
Diéu 2. Gio lam vige: ~ ‘

1. Co quan UBND phudng Hiép Tan lam viée 8 gid/ngay (40 gid/tudn)
Buoi sang: Tir 7 gior dén 11 gity 30 phit ‘
Buoi chiéu: Tir 13 git 30 phit dén 17 gis 00

2. Lam viée sang tht Bay: B6 phan Tiép nhén va tra két qua.

3. Thir bay, chu nhat, cac ngay 1: nghi. i

4. Truong hop lam thém gid: do yéu cAu ctia lanh dao don vi.

CHUONG II
| DOI VOI THU TRUGNG CO QUAN
Piéu 3.

1. T6 chitc hdi nghj cén bg, cong chire va ngudi lao dong cla co quan hang
nam. Trang bi co sé& vét chit cho can b, cong chirc va ngudi lao dong lam viée tai co
quan. : B f

2. Tao diéu kién dé Cong doan va cic doan thé tham gia cacphong trao, tham
gia cong tic xéy dung chinh quyén.
3. Trang bi thiét bj phong chéy va chita chay theo quy dinh.

‘ CHUONGII A, g ]
DPOI VOI NGUOI PAI DIEN CHO TO CHUC VA CONG DAN
DEN LAM VIEC i

Dicu 4. T4 chirc, c4 nhén lién he céng viée phai thyc hién:

l. Ra vao co quan theo huéng din ciia co quan; khong ty ¥ di lai nhiing noi
khéng c6 nhiém vu. f

3. Khéng dugc mang vii khi, chét né, chét d& chay va ho4 chét dgc hai vao co
quan. ‘ B

4. Céc phuong tién di lai nhu: 6t6, xe mdy, xe dap phai dé ding noi quy dinh.
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hudng dén céng viéc cua ng ; thé cong ¢ %mng gm hanh chmh va
trong khi thi hanh nhiér 1 qua, [uong con vxgc Tao diéu kién
thuan loi cho tb chire v3 ' Ong ta :
3 Chap hanh nghiém sy |
Pidu 6. Trang phuc:
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Didu 9. Vi tri, dia didm dé céc

1. Déi véi khu vue nha dé xe:

- Phuong tién ctia cén bd, cong ¢
phai UBND phudng.

- Phuong tién cuia céc td chirc, c4 I
- nha & xe phia trude UBND phudng. ,

*Cde phucmg tién giao thong phai d g xe tai clra co quan, khﬂng faop f::az phong

hanh vao co quan. Xe 6 t6, xe mdy, xe dap dé gon gang, dung noi quy dinh.
 Didu 10. Quan 1y tai san: 2 |
‘Can b9, cong chiic, ngudi lao déng dugc co quan giao trarzg thiét bi ph&c vu
dc va lam viée pha; quén ly chit chd. Néu lam mAt, hu hong ma khcmg ¢6 ly do
~ chinh ﬁang thi phai bbi thudng theo gi4 tri tai san duge giao.

Didu 11. 5o dung dién:

Tit tit ca cac thiét b ding dién kbeng can thié khi ra khoz phcng va hét gio
lam viéc (tan dung t6i da 4nh séng tu nhién trong gi® lam viée).

Piéu 12. Sx dung dién thoai: i 0

Dién thoai co quan ding sir dung cho céng viée cong. Tuyét éﬁz khoag st dung
dién thoai vao viéc riéng. :

Diéu 13. Str dung may vi tinh, mdy in, may fax:

1. Cai dat mdy vi tinh, mdy phata coppy, mdy in, may fax i} che d@ tiét kzam
néng Iurong Man hmh dia czmg, CPU ta fha sau 10 phut kheng su"“ ng.

UBND phuéng dé tai vj tri nha dé xe bén

an dén lién hé cong racdmc dé tai vi trf

a UBND phfwng Van phémg thnng ké phez hop voi bd phan
huén bi toan bd co s& vat chit phuc vy hdi nghx (m:mg tri, arzfz
e uang)ﬁ phén ¢6ng phuc vu hdi nghz :
a cac ban nganh, don vj, doan thé: bd phan Van hﬂa Thong tin
Ic ‘dxeu kién & t5 chirc hoi nghx, phén cong phuc vu héi nghi. :
, d | i ' hﬂp, hoi truong:
] zmc 2 ngay
Trucng hcxp éc:«‘e Xu c6 the tr-u dm véi ; bo Vin phong dé d;eu ct mh sap xép.
Piéu 15, Nhi tng qui dinh vé phong chéy, chita chéy: ‘
1. Cim hut thuéc 14 trong phong. lam viéc va dung céc phuang tién gdy cha}
noi dé xe 6 t6, xe may va cac thwt bi tai san dé chéy trong khu vye co quan.
2. Khi phét hién chay, nb, cin be cong chire, nguoi lao dfmg phai kip thoi
thdng béo va phoi hop tham gia phong, cl
3 Tmcxc khi & irak

- Vin héa — Théng
mng, Al s

4, Thyc hi 7 nghlem chinh vé an toan phong chay, chira chay, quén ly t6t cac
~ trang thiét bj phong chdy, chita chdy cta co quan (theo quy dinh phang chay, chwa
 chay).

Didu 16. Nhung viée cdn b, cdng chirc khong dugce 1am:




ban céc loaj
huéng dén uy tin cia
3. Khéng duge thér
tich, cdc Phé Chu tich ra 180¢
viéc. ,




