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

XA BINH LUONG Poc lap - Tw do - Hanh phic
S6: 12 /QD-UBND Binh Luong, ngay 16 thang 02 nim 2023
QUYET PINH

Vé viéc ban hanh ngi quy co’ quan Uy ban nhéan dén xi Binh Lwong.

CHU TICH UY BAN NHAN DAN XA BINH LUONG

Can ciz Ludgt Té chirc Chinh quyén dia phwong ngay 19 thing 6 ndm
2015;Ludt sira doi mét sé diéu cua Ludt té chic Chinh pha va Ludt té chizc chinh
quyén dia phwong ngdy 22 thang 11 nam 2019.

Can cir Ludt can bg, cong chirc sé 22/2008/QH12 ngay 13/11/2008;

Can cit Quyét dinh s6 129/2007/0P-TTQ ngay 2/8/2007 ciia Thii tudng
Chinh phii ban hanh Quy ché van héa céng s6 tai co quan hanh chinh Nha Nude;

Can cir Chi thi so 05/2008/CT-TTg ngay 31/1/2008 ciia Thii twéng Chinh
Phii vé viéc ndng cao hiéu quda thoi gian lam viéc ciia can bd, céng chike, vién chirc
nha nwoc;

Can cir Quyét dinh s6 03/2007/0P-BNV ngay 26/02/2007 ciia B ni vu vé
viéc ban hanh quy tdc vng xit cia can b, c¢éng chirc, vién chitc trong bé mdy
chinh quyén;

Xét d@é nghi ciia cong chire Vin phong Thong ké xd.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay "Noi quy 1am viéc cta co quan
UBND x4 Binh Luong", gdm 4 chuong, 16 diéu.

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

Cong chirc vin phong Théng ké, can bd, cong chirc, Ngudi hoat dong khong
chuyén trach khdi UBND x3 Binh Luong, cac td chirc, c4 nhan co lién quan chiu
trach nhiém thi hanh Quyét dinh nay.

Noi nhan:

- Phong Noi vu (b/c);

- TT Pang ty, HDND x3 (b/c);

- MTTQ, trudng cac Poan thé xa (p/h);

- CT, cac PCT.UBND x4 (c/d);

- Cong chue, Nguoi HD KCT khéi UBND xi (T/h);
- Hiéu truong cac nha truong, Trudng tram y té;

- Truéng céc thén;

- Luu: VT.

Lé Puc Tuin



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA BINH LUONG Poc lap - Tw do - Hanh phuc

, NOI QUY CO QUAN
(Ban hanh kém theo Quyet dinh so 12 /OP-UBND ngay 16 thang 02 nam 2023
Cua UBND xd Binh Luong)

Chuong |
NHUNG QUY PINH CHUNG

Piéu 1. Pdi tuong va pham vi &p dung

1. Noi quy nay duoc ap dung tai co quan UBND xa Binh Luong.

2. Tat ca can b9, cdng chire, ngudi hoat dong khong chuyén trach xa va cac to
chuc kinh té -xa hoi, cong dan téi lién hé cong tac tai co quan UBND xa c6 trach
nhiém thuc hién noi quy nay.

Piéu 2. Thoi gian lam viéc

1. Co quan UBND xa Binh Luong lam vi¢c theo gio hanh chinh, thoi gian
lam viéc vao cac ngay tur thir 2 den thir 6 hang tuan; Nghi vao thir 7, Chu nhat va
cac ngay L¢, Tét theo quy dinh. Truong hop can thiét Chu tich s€ Quyét dinh lam
viéc thém vao thir 7 va chu nhat.

2. Gio lam viéc:

-MuaHeé:  + Budi sang tir 07 gios 00phut dén 11gi 30phut;

+ Budi chidu tr 13 gio 30phut dén 17 gics 00 phut.

- Mua bong: + Buoéi sang tir 07 gio 30 phut dén 12 gio 00 phut;

+ Budi chiéu tir 13 gid 00 phut dén 16 gio 30 phut.

3. Lich truc ngay nghi: Theo su phan céng caa Chu tich UBND xa.

Piéu 3. C4c hanh vi bi cam:

1. Gay mat an ninh, trat tu trong khu vuc co quan;

2. Mang vii khi, chat no, chat d& chay, chat doc hai, nguy hiém vao co quan;

3. Banh bac dudi moi hinh thic;

4. Udng ruou, bia va céc chat kich thich trong gio lam viéc, thoi gian nghi
trong ngay lam viéc.

5. Hat thudc trong phong 1am viéc, phong hop.

Chwong |1
POI VOI THU TRUONG CO QUAN

Piéu 4. Pdi vai thi truong co quan

1. Phoi hop vai Chu tich cong doan to chirc hdi nghi can bg, cong chuc va
nguoi lao dong hang nam. Trang bi co s& vat chat cho can bg, cong chirc va nguoi
hoat dong khong chuyén trach lam viéc tai co quan Xa.



2. Tao diéu kién cho cong doan co quan tham gia cac phong trao, tham gia
cbng tac xay dung chinh quyen.

3. Trang thiét bi phong chay va chira chay theo quy dinh, to chic hoat dong
doi tu vé, doi phong chay, chira chdy cua co quan.

4. Thdng qua cac cudc hop giao ban va phan anh caa can b, cong chic nguoi
lao dong, thu trudng co quan xem xét, danh gia viéc thuc hién cac chu:ong trinh,
nghi quyét, nhiém vu, dé ra cac giai phap phét huy quyén l1am chu cua cén bo cong
chure va nguoi hoat dong khong chuyen trach, khic phuc biéu hién quan liéu, tham
nhiing, sach nh|§u nhan dan va cac ton tai trong viéc thuc thi nhiém vy, thuc hién
noi quy, quy ché co quan trong doi ngli can bd cong chirc va nguoi lao dong.

5. Thu truéng co quan chiu trach nhiém quan ly can b, cong chie, ngudi lao
dong thudc co quan vé mat tu tudng, dao duc, thuc hién chinh séchqxéy d}_mg doi
ngll can bd cdng chic, nguoi hoat ddng khong chuyén trach ¢6 pham chat, nang
luc.

6. Thu truong co quan c6 trach nhiém vé viéc st dung hiéu qua tai san, trang
thiét bi trong co quan, thyc hiéq cac quy dinh vé cong khai tai chinh va chi dao
thuc hién viéc mua sam trang thiét bi, tai san cua co quan theo quy dinh.

Chuwong 111
POl VOI CAN BQ, CONG CHUC
VA NGUOI HP KCT CUA CO QUAN

Piéu 5. Trach nhiém cuaa cén bo, cong chic, ngudi hoat dong khong chuyén
trach cua co quan:

1.Thuc hién dung, day du cac quy dinh cuia phap luat, Luat can bo, cong chirc
va cac quy dinh khac lién quan va chiu trach nhi¢m ve ket qua thyc hién nhi¢m vuy,
quyen han dugc giao.

2. Tu thé, tic phong, ctr chi nghiém tac, thai do niém ne, hoa nha, khiém ton,
Ié phép, ton trong nguoi giao tieép; sir dung ngbn ngir chuan muec, ré rang, mach
lac.

3. C6 mat dang gio tai co quan, ngdi 1am viéc ding vi tri, khong lam anh
hudng dén cong viéc cua nguoi khac. Peo thé cdng chac trong gio lam viéc tai co
quan va khi thuc hién nhiém vu tai cac thon.

4. C6 y thuc t0 chac ky luat; nghiém chinh chap hanh noi quy, quy ché cia co
quan; chap hanh nghiém su phan céng cuia lanh dao co quan.

o C6 trach nhiém thuc hién vé bi mat Nha nuéc thuoc UBND x& quan 1y,
dong thoi thuc hién cac quy dinh cua phap luat bao vé bi mat Nha nudc, nghiém
cam moi hanh vi thu thap, cung cap, tiéu hay trai phép, lam 1, lam mat, chiem
doat, mua ban cac tai liéu bi mat Nha nudc.

6. Khdng lgi dung vi tri cong tac dé 1am méi gioi dich vu hodc tu van dudi
moi hinh thuc trong khi giai quyet cong viéc hoac c6 hanh vi khac anh hudéng den
uy tin co quan khi thyc hién nhiém vy, viéc gi c0 hai cho dan thi hét sac tranh.



7. CO y thuc bao mat thong tin, khong dé 16, lot thdng tin, tai liéu vé noi dung
chi dao cua dong chi lanh dao xa ra ngoai co quan va cho nguoi khdng c6 trach
nhiém xt ly viéc; khong cung cap thong tin, tai li¢u khi chua duoc phép cua lanh
dao truc tiép chi dao thong tin do.

8. Chu dong va phdi hop chat ché trong thi hanh cong vu; gitr gin doan két noi
bo co quan.

9. Tao diéu kién thuan loi cho t6 chac va cong dan dén lién hé cong tac va
lam viéc.

10. Bé xe dung noi quy dinh.

Piéu 6. Nhiing viéc can b, cdng chic khong duoc 1am:

1. Cén bo, cong chirc khong duoc tiét 1o thong tin lién quan dén bi mat Nha
nude dudi moi hinh thuec.

2. Tron tranh trach nhiém, thoai thac nhiém vu duoc giao; gay bé phai, mat
doan két; tu y bo viéc hoac tham gia dinh cong.

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

4. Loi dyng, lam dung nhiém vy, quyén han; st dung thong tin lién quan dén
cong vu deé vu loi.

5. Khong 1am viéc riéng, gay mat trat tu trong gio lam viéc.

6. Khéng ht thudc 14 tai co quan, phong lam viéc; khdng sir dung do udng cd
con trudc va trong gio lam viéc, gio nghi trua cac ngay lam viéc (trir truong hop
duoc cap co tham quyén phan cong di tiep khach theo nghi thirc 1€ tan ngoai giao).

7. Khong deo tai nghe, mé nhac, nghe nhac, choi dién tir va cac thiét bi giai
tri ca nhén trong gio lam viéc.

8. Gilr gin V¢ sinh noi cong s¢ va noi lam viéc; khong luu trix cac hinh anh,
noi dung van hoéa pham doi truy, tai liéu chong Bang, Nha nudc.

9. Phan biét doi xir dan toc, nam nit, thanh phan x4 hoi, tin ngudng, tén giéo
dudi moi hinh thic.

Piéu 7. Trang phuc:

1. Trang phuc hang ngay.

Mic trang phuc cong sé lich su, dau toc gon gang, di giay hodc dép c6 quai
hau.

Trang phyc phai phu hop voi tinh chat cong viéc va thuan phong, my tuc cua

dan toc (quan ao kin dao, vay dai qua dau gbi, khong xé ta qua cao, khong duogc
mic quan bo, 40 phong khong cé ve cd).

Trong tuan ngay thtr 2 va thtr 4 tat ca can b, cong chic va ngu:OI hoat dong
khong chuyén trach mac dong phuc theo diing quy dinh cua co quan (quan 4u, chin
vay cong s, 40 so mi mau tring).

2. Béi véi nhiing ngay co quan, dia phuong t6 chuc I& hoi hoac hoi nghi quan
trong thi mic trang phuc theo yéu cau cua Ban to chic.

Piéu 8. Thyc hién nép séng vin hoa trong giao tiép, ung xu



1. Trong giao tiép, tng xu phai c6 thai do lich sy, ton trong. Ngon ngir giao
tiep phai r6 rang, mach lac, khong duoc ndi to, noi tieng long.

2. Khi giao tiép qua dién thoai: Phai xung tén, don vi cong téc. Trao doi ngan
gon, tap trung vao noi dung cong viéc, khdng dap tat dién thoai dot ngot.

Piéu 9. Giit gin vé sinh co quan:

1. Phong lam viéc duoc siap dat, trang tri gon gang, khoa hoc, sach s&, ngan
nap.

2. Ban 1am viéc c& nhan, sap xép tai liéu gon gang, ngan nap, thuan tién.

3. Hang ngay t6 chac don vé sinh phong Iam viéc vao buoi sang, khang virt
rac bura bai gay mat v¢ sinh chung co quan. Sau gio lam viéc hang ngay, gom rac
vao tdi chuyén dén vi tri quy dinh dé huy rac.

4. Thyc hién tong don vé sinh co quan 1 lan/thang (vao chiéu thir 5 tuan thir 3
cua thang) va sy dicu dong cua Thu truong co quan hodc Chu tich Cong doan co
quan khi can thiet.

biéu 10. St dung va quan ly tai san:

1. Cén bo cong chirc, nguoi lao dong duge co quan giao trang thiét bi phuc vu
cong tac va lam viéc phai quan ly chat ché. Neu lam mat, hu hong ma khong cd ly
do chinh dang thi phai boi thuong theo gié tri tai san do.

2. C6 y thirc tiét kiém, chong lang phi, bao quan tai san, trang thiét b va
phuong tién lam viéc cua co quan. Thyc hién nghiém quy dinh vé phong, chong
chay no; tat cac thiét bi st dung dién, khoa ctra phong khi hét gio lam viéc.

3. Hoi nghi ciia HDND, UBND xa: Vin phong Thong ké xa phoi hop vai bo
phan lién quan chuan bi co s¢ vat chat, dieu kién phuc vu hoi nghi.

4. Hoi nghi cia Bang uy: Phy trach Van phong Pang ty chuén bj co s¢ vat
chat, dieu kién phqc vu h{)ivnghi.o Néu co hoi ngh; truc tuyeén thi chu dong phoi hop
véi Van phong Thong ké dé chuan bi duong truyén, thiét bi phuc vu hdi nghi.

7 5. Cac bar], nganh, don vi tru:c‘mg‘hoc, tram y té, Mat tran T quéc, cac doan
thé xa c6 nhu cau str dung phong hop tang hai cong s¢ xa, hdi trudng Nha Vian hoa
trung tam xa: WPhéi dang ky v6i Van phong thong ké xa trudc 2 ngay. Truong h’(yp
dot xuat co thé trao doi vai cong chire Van phong Thong ké dé dicu chinh, sap xép.

Khi st dung phong khanh tiét, phong hop tang hai cong s x4, hoi _truong Nha
Vin hoa trung tim x4, cac trang thiét bi, d6 dung, khi ding xong yéu cau phu trach
Van phong Bang uy, cac ban, nganh, MTTQ, cac doan thé x4 va nguoi co lién
quan thyc hién don vé sinh sach sg&, sap xép do dac gon gang, dung noi quy dinh,

trudc khi tra lai phai kiém dém day du cho Vin phong Théng ké x4, néu that thoat
phai dén bu. Thai gian tra lai cham nhét sau 1 budi té chirc hoi nghi.

Piéu 11. Nhitng qui dinh vé phong chay, chita chay:

1. Cam hat thudc ¢ noi dé xe 6 t, xe may va céc thiét bj tai san d& chay trong
Khu vuc co quan.

2. Khi phat hién chay, nd, can bg, cong chirc, ngudi lao dong phai kip thoi
théng béao va phoi hgp tham gia phong, chira chay.



3. Trudce khi ra vé hoic di ra khoi phong, phai cd trach nhiém tat thiét bi dién,
khod cura dé dam bao an toan tai liéu va tai san co quan.

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

Piéu 12. Trach nhiém cta bao vé co quan.

1. Chiju su quan vacﬁa ddng chi Phé Chu tich phu trach VH-XH xa: truc bao
V€ co quan 24/24 gio, ké ca cac ngay nghi, ngay Ie.

2. Khéng tu y dua cong dan vao co quan.

3. Kién] tra viéc khoa cura cua cac phong lam viéc, ctra chinh, cua phu cua
phong hop tang hai cong s xa, nha van hoa trung tim xa vao cudi gio lam viéc
hang ngay, bao vé tai san, hoa, cay canh trong khuon vién co quan x&, khong dugc
dé xay ra tinh trang mat mat. Néu xay ra mat mat tai san, hoa, cdy canh nhén vién
bao vé phai chiu trach nhiém boi thudng theo quy dinh.

5. Thuc hién vé sinh trong khuon vién, hanh lang nha lam viéc cong s¢ xa,
nha van hoa trung tdm xa, khu v¢ sinh hang ngay; phat co tong vé sinh moi 1
lan/thang (vao tuan dau tién cua thang).

6. Quan tdm cong tac phong chay, chita chay, quan Iy tét cac trang thiét bi
phong chay, chira chay cta co quan.

Chuong 111
POI VOI NGUOI PAI DIEN CHO TO CHUC VA CONG DAN
PEN LAM VIEC

Piéu 13. T6 chuc, ¢4 nhan lién hé cong viéc phai thuc hién:

1. Ra vao co quan theo huéng dan; khong tu v di lai nhitng noi khong c6
nhiém vu.

2. Trang phuc phai gon gang, khong méc 4o ho nach, quan ngan, quan ngu;
giao tiep tng xt lich sy, khong gay on ao, to tieng, danh chui nhau, noi tuc, chui
bay; thuc hién cac bién phap phong chong dich bénh theo quy dinh.

3. Cac phuong tién di lai nhu: 6t6, xe may, xe dap phai dé dang noi quy dinh.
Khong bop coi, phong nhanh vao co quan. Ty bao quan tai san ca nhan khi dén co
quan.

4. Gitr gin vé sinh chung: Khéng vit gidy, vat rac, mau thudc 14, ba keo cao
su... ra phong lam viéc va trong khuon vién co quan.

5. Khong duoc mang vii khi, chat nd, chat dé& chay va hoé chat doc hai vao co
quan.

6. Khong ubng ruou, bia, sir dung Cha‘}t kich thich truéc khi vao co quan va
trong khuon vién co quan xa; khong hut thuoc trong khuon vién co quan xa.

7. Néu cong dan vi pham cac quy dinh trén thi CB, CC x4 c6 quyén tir chdi
lam viéc.

Chuwong IV



TO CHUC THUC HIEN

Piéu 14. Tat ca can bo, cong chirc, nguodi HD KCT x4 va cac to chic kinh té -
xa hoi, cong dan tai lién hé cong tac tai co quan xa co trach nhiém thuc hién Noi
quy nay.

Diéu 15.

1. Van phong Théng ké x, Cong doan co quan xa dinh ky kiém tra viéc thuc
hién NOI quy ctia co quan va bao cao két qua véi Chua tich UBND x& (Thu truong
co quan) va Chu tich Cong doan.

2. Can bd, cbng chuc, nguoi lao dong, cong dan vi pham Noi quy, tuy theo
muc do sé bi xtr 1y theo quy dinh.

biéu 16. Trong qua trinh trién khai thuc hién, néu can bo sung, swa doi, can
bd, cdng chue, nguoi HD KCT x4 va cac to chic kinh te - xa hoi, cong dan kien
nghi thong qua Van phong Thong ké xa, Cong doan co quan xa d€ bao cao Thu
trrdng co quan va Chu tich Cong doan co quan xem xét, b6 sung cho phu hop./.
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