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

PHUONG KHUONG PINH Péc lap - Tw do - Hanh phiic
S6: 450 /QD-UBND Khirong Dinh, ngay 05 thang 9 ndam 2025
QUYET PINH

) Vé viéc ban hanh Ndi quy co quan
Uy ban nhin dan phwong Khwong Dinh

UY BAN NHAN DAN PHUONG KHUONG DINH
Can cit Ludt T6 chire chinh quyén dia phwong ngay 16/6/2025;
Can cvr Ludt Thu do ngay 28/6/2024,
Can cur Ludt Can bg, cong chirc ngay 24/6/2025;

Can cir Quyét dinh s6 01/2025/0D-UBND ngay 08/7/2025 ciia Uy ban nhdn
dan phirong Khwong Dinh vé viéc ban hanh Quy ché lam viéc ciia Uy ban nhdn
dan phuong Khwong Dinh nhiém ky 2021-2026;

Theo dé nghi tai To trinh sé 23/TTr-VP ngay 05/9/2025 ciia Vin phong
HDPND va UBND.

QUYET PINH:
Pieu 1. Ban hanh kém theo Quyét dinh nay Noi quy co quan Uy ban nhan
dan phuong Khuong Pinh.
Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
Piéu 3. Can bo, cong chirc, ngudi lao dong 1am viéc tai co quan hanh chinh
Uy ban nhan dan phuong Khuong Pinh, céc to chirc va ca nhan cé lién quan chiu
trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: TM. UY BAN NHAN DAN
CHU TICH

- Nhu Diéu 3; oo™
- UBND TP Ha Noi;

- Thuong truc Bang uy phuong;

- Thuong truc HDND phuong;

- UB MTTQ Viét Nam phuong;

- Céc d/c Lanh dao UBND phuong;

- C&c can bg, cong chirc, nguoi lao dong
cua phong, ban, don vi thugc phuong;
- Luu: VT, VP.

“Nguyén S§ Poan
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NOI QUY CO QUAN
UY BAN NHAN DAN PHUONG KHUONG DINH
(Ban hanh kém theo Quyét dinh s6 /OP-UBND ngday /9/2025
cua UBND phuwong Khuong Pinh)

Piéu 1. Pham vi, d6i twong ap dung
1. Noi quy nay duoc ap dung tai co quan UBND phuong Khuong Dinh.

2. Tat ca can bo, cdng chirc, ngudi lao dong 1am viéc tai co quan UBND
phuong va cac to chiic, ca nhan dén lién hé cong tac, thuc hién cong viéc tai co
quan UBND phuong cé trach nhiém thuc hién N6i quy nay.

Déi vai cdng chuc, cac td chic, ca nhan thuc hién tha tuc hanh chinh tai Biém
phuc vu hanh chinh cbng, ngoai thuc hién Noi quy co quan UBND phuong, con
thuc hién Noi quy lam viéc Diém phuc vu hanh chinh c6ng phuong Khuong Dinh.

Piéu 2. Thoi gian lam viéc

1. B6i véi can b, cong chire, nguoi lao dong:

- Tir thir Hai dén thi Sau hang tuan (trir cac ngay nghi theo quy dinh):
+ Budi sang: Tir 8 gio 00 phat dén 12 gid 00 phut
+ Budi chiéu: Tur 13 gio 30 phat dén 17 gio 30 pht

- Truong hop lam thém gio: thuc hién theo chi dao cua lanh dao.

2. B0 phan bao v¢ lam viéc theo lich tryc riéng.

Piéu 3. Trach nhiém ciia can b, cong chirc va ngudi lao dong lam viée
tai UBND phwong

1. Thyc hién dang, ddy du va chiju trach nhiém vé két qua thuc hién nhiém
vu, quyén han duoc giao.

2. Co y thirc to chuc ky luat, gir gin doan két trong co quan. Nghiém
chinh chap hanh noi quy, quy ché cua co quan, don vi, quy dinh vé phong
chdng dich bénh.

3. Khi di dia ban lam viéc, tham gia bdi dudng, tap huin hodc vang mit trong
gio lam viéc tai co quan phai bao cdo va dugc lanh dao phu trach tryc tiép déng
y. Truong hop nghi co6 viéce riéng tir 01 ngay trd 1€n phai dugc phé duyét cua Chu
tich UBND phuong.

4. Trang phuc gon gang, lich su va deo thé can bd, cong churc khi lam vi¢c va
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thuc hi¢n nhi¢m vy. Téc phong, thai do ing xu, giao ti€p trong lam viéc chuan
muc, lich sy, van minh.

5. Tao thuan loi va hudng dan td chire, cong dan dén 1am viée va thue hién
thtl tuc hanh chinh nhanh chéng, dung quy dinh cta phap luat; khong gy phién
ha, sach nhiéu voi cong dan trong qua trinh giai quyét cong viéc.

6. Khi phat ngon, chia sé thong tin lién quan dén co quan, don vi phai
dam bao dung chuc trach, tham quyén, tuan thu quy dinh vé phat ngdn va cung
cap thong tin. Khong ding tai, twong tic cac thong tin sai sy that, xuyén tac,
chua dugc kiém ching trén mang xa hai.

7. C6 y thirc giit gin trat ty, vé sinh chung, bao vé tai san cong, sir dung tiét
kiém, hi€u qua dién, nudc va cac loai vat tu, cong cy, dung cu dugc trang bi.

8. Guong mau chap hanh day du cac quy dinh khac ctia phap luat c6 lién quan.

Piéu 4. Nhirng viéc can bd, cong chirc khong dwec lam

1. Tiét 16 thong tin lién quan dén bi mat Nha nudc dudi moi hinh thirc.

2. Trén tranh trach nhiém, thoai thac nhiém vu dugc giao; gy bé phai,
mat doan két; tu ¥ bo viéc hodc tham gia dinh cong.

3. Str dung tai san cua Nha nudc va cia nhan dan trai phap luat.

4. Loi1 dung nhiém vu, quyén han, tham 0, ti€u cuc khi thi hanh cong vu
dé truc loi.

5. Phan biét doi xir g101 tinh, dan tdc, thanh phén xa hoi, tin ngudng, ton
gido dudi moi hinh thue.

6. Str dung ruou bia, d6 udéng c6 con trong gid lam viéc.

Piéu 5. Trach nhiém ciia to chirc, ca nhan dén lién hé cong tac

1. Xuét trinh gidy to theo quy dinh, chap hanh diing Noi quy lam viéc va
thyuc hién theo hudng dan cua can bo, cong chirc va nguodi lao dong lam viéc tai
UBND phuong.

2. Trang phuc gon gang, lich su; c¢6 thai do giao tiép chuin muc; khong hut
thudc, udng ruou bia, chat ¢ ndng do kich thich va giir gin trat tu, vé sinh chung
khi giai quyét cong viéc.

3. Nghiém cAm moi hanh vi gay rdi an ninh, trat tu, mang vii khi, hung khi,
chit gay chay, nd khi dén lién hé cong tac, thuc hién thu tuc hanh chinh tai
UBND phuong.
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4. Nghi€ém cam viéc hoi 16 hodc dung cac hanh vi ti€u cyc khac khi thuc hi¢n
cong viec.

5. Tich cuc phan anh, kién nghi, gop y vé nhitng bét cap, bat hop 1y khi giai
quyét cong viéc. Khong dugc vu khdng, vu cdo, xic pham uy tin, danh du hoic
phan anh, kién nghi, khiéu nai, t6 céo sai su that, thiéu can cir d6i v6i can bd, cong
chtrc va nguodi lao dong dang lam viéc tai UBND phuong.

6. To chirc, ca nhan dén lién hé cong tac chi duogc phép quay phim, chup anh
khi d3 dugc sy dong ¥ ctia ngudi cha tri hodc ngudi c6 thaim quyén.

7. Thuc hién cac quy dinh khac cua phap luat c¢6 lién quan.

Diéu 6. Quy dinh vé phong chay, chira chay

1. Khéng hat thude 14 trong Hoi trudng, phong hop co quan, noi céng cong
va dung cac phuong tién gay chay, d& chay noi dé xe 6 to, xe mdy va trong khu
VUC cO quan.

2. Thuc hién nghiém chinh an toan phong chay, chita chay, quan 1y tét cac
trang thiét bi phong chay, chira chdy ciia co quan. Trudc khi ra vé hodc ra khoi
phong, phai tit thiét bi dién, khod cira dé dam bao an toan tai liéu, tai san co quan.

3. Khi phat hién chay, nd phai kip thoi thong bao va phdi hop phong chay,
chita chay.

Piéu 7. To chirc thuc hién

1. Can b, cong chtrc, ngudi lao dong va to chirc, ca nhan dén lién hé cong
tac tat UBND phuong c6 trach nhiém thyuc hién nghiém No§1 quy nay.

2. Can b0, cong chirc, nguoi lao dong, cong dan thuc hi¢n tdt Noi quy s€
duoc biéu duong, khen thudng. Trudng hop vi pham Noi quy, tuy theo muc do sé
bi nhac nhé, phé binh cong khai. Néu vi pham nghiém trong s& bi xem xét, xur 1y
theo quy dinh cua phap luat./.
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