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

XA TRA GIANG Poc 1ap — Tw do — Hanh phuc
S6:  730/QP-UBND Tra Giang, ngay /«4thang 8 nam 2025
QUYET PINH

Ban hanh Ngi quy co quan UBND xi Tra Giang

CHU TICH UY BAN NHAN DAN XA TRA GIANG

Can cit Lugt T6 chire chinh quyén dia phwong ngay 16/6/2025;

Can cir Lugt Can bg, cong chic ngay 24/6/2025;

Can cir Bo ludt Lao dong ngay 20/11/2019;

_ Can cir Nghi dinh 172/2025/ND-CP ngay 30/6/2025 cua Chinh phu quy dinh
ve xur ly can bg, cdng churc;

Can ci Quyét dinh s6 1847/0P-TTg ngay 27/12/2018 cua Thi tiréng Chinh
phu ve viec vé viéc phé duyér Dé an Van hoa cong vu,

Can cir Quyét dinh so 48/2021/0D-UBND ngay 22/9/2021 ciia UBND tinh
Qudang Ngai ban hanh quy dinh mét so bién phap chan chinh ky ludt, ky cuong
hanh chinh trong déi ngii can bg, cdng chuc, vién chuc cua tinh Quang Ngai;

Theo dé nghi ciia Van phong HDND va UBND x4.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Noi quy co quan cia Uy ban
nhan dan xa Tra Giang.

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

Piéu 3. Chanh Vin phong HDND va UBND x4; Trudng phong Vin hoa —
X& hoi; Truong phong Kinh té; Thu trudng cac co quan, don vi ¢6 lién quan va
toan thé can bo, cong chuc, vién chic, ngudi lao dong cac co quan, don vi thudc
UBND va céc to chirc, ca nhan co lién hé cong tac voi UBND x4 Tra Giang chiu
trach nhiém thi hanh Quyét dinh nay./.
Noi nhan:

- Nhu Piéu 3;

- TT. bang uy; TT.HDBND xa (b/c);

- Chu tich, cac PCT UBND x&;

- UBMTTQ VN, céc t6 chirc CT-XH x4 (phdi hop);
- Céc phong ban chuyén mon, don vi truc thudc;

- VPUB: CVP, PCVP;

- Cac thon trén dia ban xa;
- Luu: VT, VHXH.

/6 Dinh Hung
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA TRA GIANG Poc 1ap - Tw do - Hanh phuc

NOI QUY

““%; A CO QUAN Uy BAN NHAN DAN XA TRA GIANG

2 theo Quyér dinh sé: 7300P-UBND ngay /+thang 8 ndam 2025 cua
Chui tich Uy ban nhan dan x& Tra Giang)

CHUONG I
NHUNG QUY PINH CHUNG

Piéu 1. Muc dich, pham vi ap dung

1. Noi quy nay quy dinh vé gio gidc 1am viéc, thai do, trang phuc, trach
nhiém, ky luat, bao mat, quan ly va str dung tai san cong trong co quan UBND xa.

2. Ap dung dbi vai toan thé can bo, cdng chuc, vién chic, ngudi lao dong
dang lam viéc tai UBND xa Tra Giang.

biéu 2. Nguyén tic lam viéc

1. Lam viéc theo nguyén tac tap trung dan chu, dung chirc ning, nhiém vu
duogc phan cong.

2. bam bao ky cuong, trat tu hanh chinh, nang cao hiéu qua phuc vu Nhan
dan.

Chuong 11 7
QUY PINH CU THE

Piéu 3. Gio lam viéc va ché do cong tac

1. Héng}ué”lr] lam viéc cac ngay Thu 2, 3, 4, 5, 6; nghi cé~c ng’ay Tha 7, Cha
nhat, ngay Le, Tet theo quy dinh; phan cdng tryc cac ngay Le, Tet. Truong hop
can thi¢t Chu tich UBND x& quyét dinh lam thém ngay Tht 7, Chua nhat.

2. Gio lam viéc: 08 gio/ngay (40 gio/tuan).

- Budi sang: Tir 7 gid 00 phat dén 11 gior 30 phat;

- Budi chiéu: Tur 13 gio 30 phut d¢én 17 gio 00 phut.

Piéu 4. Péi véi can bd, cong chirc, vién chirc, nguwoi hoat dong khong
chuyén trach va ngwoi lao dong co quan

L DPén co quan lam viéc dung gio quy dinh, trang phuc gon gang (khong mac
quan rin va ao khong co ¢o), lich su, deo thé cong chirc trong thoi gian lam viéc.

2. Nghiém tuc chap hanh sy phan cong nhiém vu cia cap trén; trong giao tiép
phai hoa nha, van minh, lich sy, ngdn ngix giao tiép phai rd rang. Nghiém cam moi
biéu hién cira quyén, hach dich, gay phién ha, sach nhidu trong giai quyét cong
Viéc.
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3. Khi giai quyét cong viéc phai tuan theo Quy ché lam viéc ciia co quan, néu
giai quyet cong viéc chua xong phai bao cdo lanh dao UBND xa va hen thoi gian
giai quyét ré rang.

4. Trong gio lam viéc phai gitr gin trat t, khdng qua lai cac phong khac khi
khong co6 yéu cau.

5. Khong dugc udng ruou bia trong gio 1am viéc va gio nghi trua cua ngay
lam viéc; khong hat thude 14, khong dn qua vit trong gio lam viéc.

6. Tuan thu quy dinh vé bao vé bi mat nha nudc; khong tiét 16 va cung cap tai
liéu cho nguoi khac khi chua duoc phép cta lanh dao UBND xa.

~7.Coy thuc tict kiem, bao quan tai san cong, khong tu y di chuyén lam thay
doi vi tri cac trang thiét bi va phuong tién lam viéc khi chua duoc sy dong y cua
lanh dao UBND xa.

8. Thyc hién nghiém tic quy dinh vé phong chong chay no; tiét kiém dién,
nugce; khong d€ cac vat de no, chat de chay trong phong lam viéc va kho tai ligu;
ngat dién, khoa ctra phong duoc giao quan ly trudc Khi ra ve.

9. Coy thue gilr gin v¢ sinh phong lam viéc, khu vuc vé sinh chung; vat rac,
phe thai dung noi quy dinh.

10. D6i vé6i than nhan, ban bé dén tham, don tiép tai phong hop co quan,

khong dua than nhan va ban bé vao phong lam viéc; khdng tiép cong dan tai phong
lam viéc riéng.

11.Tham du day du cac cudc hop, hoi ¥ dinh ky va dot xuat.

12. B4o céo cong viéc trung thyc, ding thai han; chap hanh sy phan cong cua
lanh dao.

biéu 5. Poi voi dai dién to chire va cong dan dén lam viéc

Pai dién cac to chire va cong dan den lién hé cong tac, lién hé tai Trung tam
Phuc vy hanh chinh cong va Van phong HDND va UBND xa d€ dugc hudng dan
giai quyet, can thuc hién nghiém tuc nhirng noi dung sau:

1. Chap hanh nghlem tuc NOi quy cua co quan, khong trong trang thai say
ruou, bia, khdng gay 6n a0, mat trat ty, gitt gin vé sinh chung, khong di lai nhiing
noi khong c6 nhiém vu; cac phuong tién di lai phai dé dung noi da quy dinh.

2. Khi dén try s¢ d¢ lién hé cong tac dai dién céc to chic va cong dan phai cd
trang phuc gon gang, lich su, kin dao va phu hop véi thuan phong my tuc, khéng
gay phan cam.

3. Khong duoc mang hung khi, vii khi, chat d& chay, nd, hoa chat doc hai,
hang qudc cam; cac vat, chat gy mat vé sinh vao khu vuc tru sé.

4. Khong duoc tu y ghi &m, quay phim, chup anh khi chua dugc nguoi co
tham quyén dong y, cho phép.
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5. Khong duoc gdy mat trat tu cong cong, vu cao, xac pham uy tin, danh du
cua cac co quan Nha nude, nguoi thi hanh cong vu.

6. Phai giir gin vé sinh tai cac khu vuc trong co quan, khong vat gidy, rac 1lam
mat v¢ sinh co quan.

7. Co quan khong giao dich, khong lam viéc voi nhitng nguoi da st dung bia,
rugu, ma tiy, ngudi mat nang lyc hanh vi dan su.

Yéu cau can bo, cdng chic, vién chic, nguoi lao dong va dai dién té chic,
cong dan den lién hé cong tac, lam viéc chap hanh nghiém tic Noi quy nay./.
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