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

XA TRA THANH DPoc lap - Tw do - Hanh phic
Sb: 88 /QDP-UBND Tra Thanh, ngay 10 thang 5 nam 2024
QUYET PINH

Vé viéc ban hanh Néi quy cia co quan Uy ban nhan dan x& Tra Thanh

UY BAN NHAN DAN XA TRA THANH

Can cit Lugt Té chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015;
Lugt Sita dol b sung mét sé diéu cua Ludt Té chize Chinh phai va Ludt Té chirc
chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Can cir Lugt Can bg, cong chirc ngay 13/11/2008; Ludt sira doi, bé sung
mét so dieu cua Lugt Can bg, cbng churc va Ludt Vién chiic;

Can cir Quyér dinh s6 129/2007/QP-TTg ngay 02/8/2007 cua Thii fuéng
Chinh phz ban hanh Quy ché van hod céng so tai cac co quan hanh chinh Nha
nuoc;

Can cir Nghi dinh s6 33/2023/NP-CP ngay 10 thang 6 nam 2023 cua

Chinh phu Quy dinh vé can bo, cong chirc cdp xd va nguoi hoat déng khong
chuyén trdch & cdp xd, & thén, t6 dan pho;

Can cir Quyét dinh Sq 16/2024/0D-UBND ngay 23 thang 4 nam 2024 cua
UBND tinh Quang Ngai ve viec Ban hanh Quy dinh viec quan 1y, s dung doi
voi cac chuc danh nguoi hoat dong khdong chuyén trach ¢ xa, phwong, thi tran
trén dia ban tinh Quang Ngai;

Xét dé nghi cua Van phong — Thong ké xa.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh Noi quy co quan UBND x& Tra
Thanh.

Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3. Vin phong — Thc‘:)ng ké X&, can by, cong chirc va nguoi hoat dong
khong chuyén trach Xa va céc to chirc, cd nhan c0 lién quan chiu trach nhiém thi
hanh Quyét dinh nay./.

Noi nhan: TM LJY BAN NHAN DAN
- Nhu dieu 3; / Tig
- bang uy, TT. HDND x&;

- CT, cac PCT UBND xa;
-Luu VT.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA TRA THANH Déc l1ap - Tw do - Hanh phc

%) QI QUY CO QUAN UBND XA TRA THANH
mh kem theo Quyet dinh so  885/0D-UBND ngay 10/5/2024
cua Uy ban nhdn ddn xa Tra Thanh)

N Chuong |
NHUNG QUY DPINH CHUNG

Piéu 1. D6i twong va pham vi ap dung:

1. Pbi tuong ap dung: Can b, cong chirc, ngudi hoat dong khong chuyén
trach va cac to chirc, ca nhan dén lién hé cong tac, giai quyét cong viée tai co
quan UBND xa c¢ trach nhiém thyc hién ndi quy nay.

2. Pham vi ap dung: Noi quy nay dugc ap dung tai co quan UBND x& Tra
Thanh.

Piéu 2. Thoi gian lam viéc

1. Co quan UBND x& lam vi¢c 8 gio/ngay theo quy dinh.
Budi sang: Tir 7 gio 00 dén 11 gio 30.
Budi chiéu: Tir 13 gio 30 dén 17 gio 00.

2. Thur bay, Chu nhat, cac ngay Lé&: duogc nghi theo quy dinh.

3. Truong hop lam thém ngoai gio: do yéu 05}1 cong viéc thuc té (do tha
truong don vi giao), thi dugc nghi bu hoac hudng ché do theo quy dinh.

) ] ) ) ) Cllu’()’ng 1 ] )
POI VOI TO CHUC, CA NHAN DEN LIEN HE CONG TAC, GIAI
QUYET CONG VIEC

Piéu 3. T6 chuc, c& nhan dén lién hé cong tac, giai quyét cong viéc phai
thuc hién nhirng noi dung sau:
~ 1.T6 chire, ca nhan dén giao dich, lién hé cong viéc v6i bd phan nao thi
dén ding bg phan do. Lam viéc yé’i Chu :cich hoac cac P~h() Chu tich UBND thi
phai dang ky tai Van phong — Thong ké dé dugc hudng dan.

2. T6 chirc va ca nhan doéng gop ¥ klen xay dung co quan c6 thé gip truc
tiép 1anh dao co quan dé phan anh hodc viét thu gop .

3. Cac phuong tién di lai phai dé gon gang, dung noi quy dinh

4. Ra vao co quan theo huéng dan; khong tu v di lai nhitng noi khong c6
nhiém vu.
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5. Khong dugc mang vii khi, cht nd, chat d& chay va hoa chit doc hai vao
CO quan.

6. Trang phuc phai gon gang, khong mac ao ho nach, quan ngan, kinh
ram, doi mil khi giai quyét cong viée ...; khong gdy on ao, to tiéng, gitr gin vé
sinh chung; khi da st dung ruou, bia th1 khong dugc dén co quan, noi tiép xtc
cong vigc.

7. Tu bao vé tai san ca nhan khi dén co quan.

8. Khong dugc tu § ghi am, ghi hinh, chyp anh, phat video tryc tiép trén
mang xa hoi khi chua dugc su cho phép cta bd phan truc ti€p lam viéc hodac Chu
tich UBND xa.

) ) Chuwong Ill .
DPOI VOI CAN BQ, CONG CHUC VA NGUOI HOAT PONG
KHONG CHUYEN TRACH

Piéu 4. Trach nhiém cua can bo, cong chuc, ngudi hoat dong khong
chuyén trach:

1. Thuc hién day du cac quy dinh cua phap luat vé can bg, cong chirc va
cac van ban ctia co quan Nha nudc ¢é tham quyén;

2. Lam viéc dung gio, dung vi tri, khong lam anh hudng dén cong viéc
cua nguoi khac. Peo thé cong chuc trong gio hanh chinh. Tao di€u kién
thuan 191 cho to chirc va ca nhan dén lién hé cong tac va lam viéc.

3. Khi di lam viéc tai co 80 hodc co quan Nha nude cap trén, nguoi di
lam viéc phai c6 van ban, gidy td trinh 1anh dao co quan, khi vé phai bao céo
két qua cong tac voi voi lanh dao co quan (thong qua truwong ban, nganh,
doan thé, truéng bé phdn quan 1y tryc tiép can bé).

4. Khi nghi 1am viéc 01 ngay c6 1y do chinh dang phai bao céo truc tiép
lanh dao (Bi thu, Pho Bi thu Pang ty, Chu tich UBND xa) trudc 01 ngay (trur
truong hop dot xuat) dé xin phép, khi nghi tir 02 ngay tro 1én phai c6 gidy xin
phép giri 1anh dao co quan trude 02 ngay lam viéce, khi duge sy ddng ¥ cua lanh
dao co quan moi dugc nghi. Truong hop lanh dao di cong tac, di hoc, thi uy
quyén cho cip phoé truc tiép xur 1y cong viéc c¢6 quyén cho phép can bd, cong
chtrc, nguoi hoat dong khong chuyén trach dugc nghi theo quy dinh va bao cao
lanh dao co quan biét.

5. Chap hanh nghiém sy phan cong nhiém vu cta lanh dao, theo quy ché
lam vi¢c cua co quan va don vi dang thuc hi¢n nhi¢m vu.

Piéu 5. Trang phuc:
1. Trang phuc hang ngay:

- Khi thuc hién nhiém vu, can bd, cdbng chirc va nguoi hoat dong khong
chuyén trach phai mac trang phuc gon gang, lich sw, mang giay hoac dép co quai



hau.

+ D6i v6i Nam: quan au, 40 so mi.

+ Doi véi Nir: 4o o mi, quan au hoic vay, mang gidy hoic dép c6 quai
hau (khéng méc 4o tréng cé, 4o khdng co tay, vay ngan, méng, Vay Xé cao...).

- Chao cd dau thang: mic 4o tring deo ca vat (d6i v6i Nam); 4o dai (dbi
Vo1 nit).

2. B6i v6i nhing ngay dia _phuong to chtrc 1& ho#ic hoi nghi quan trong thi
mic 1& phuc theo quy dinh ctia ké hoach t6 chirc 18 hodc hoi nghi do.

Piéu 6. Thuc hién nép séng van hoa trong giao tiép img xir va trong hoi hop:

1. Trong giao tiép tng xur phai co thai do lich sy, tén trong, khong cira
quyen hach dich, khong gdy kho khin cho ngudi dén giao dich. Ngon ngir giao
tiép phai rd rang, mach lac; khong noi tuc, khong néi tiéng 16ng.

2. Khong hut thudc 14 trong phong lam viéc, hoi hop... Khdng ubng
ruQu, bia trong gio lam viéc va buoi trua cac ngay lam viéc trong tuan theo
quy dinh.

3. Thuc hién xtr Iy cong viéc dung hen, dung han.

4. Khong st dung dién thoai, khong no6i chuyén riéng, lam viéc riéng,
trong ho1 hop, trong gio lam viéc.

Piéu 7. Chap hanh ky luat, ky cuong hanh chinh:

1. Can b, cong chirc, ngudi hoat dong khong chuyén trach phai chap
hanh thoi gian lam viéc theo dung quy dinh.

2. Trong gio hanh chinh viéc can bd, cong chic va nguoi hoat dong
khong chuyén trach roi khoi try s& lam viéc (vi thuc hién cong vu hay co ly do
c& nhan) phai bao c4o voi thanh vién T kiém tra viéc chap hanh ky luat, ky
cuong hanh chinh x4 (goi tat 1a T6 48) duoc phan cong theo ddi cac co quan don
vi dé theo ddi, tong hop bao co lanh dao XA,

3. Khi t6 churc cudc hop, hdi nghi can bg, cong chirc va nguoi hoat dong
khong chuyén trach phai c6 mat trude 10 phat so véi thoi gian quy dinh dé on
dinh t6 chitrc; néu xin vang hop, hoi nghi vi cong viéc thi phai xin phép ngudi
chu tri va duoc su déng ¥ cua chu tri cudc hop, héi nghi méi dugce nghi. B phan
Vin phong, co quan, bd phan tham muu cudc hop, hoi nghi kiém tra thanh phan
tham gia bao cdo ngudi cha tri dé theo ddi chi dao.

4. Khi can bg, cong chirc va ngudi hoat dong khong chuyén trach xin nghi
phép phai bao va dugc su cho phép cua Thu truéng co quan, don vi dang thuc
hién nhiém vu.

5. To 48 cta Xa c6 trach nhiém theo ddi, tong hop viéc chap hanh ky luat,
ky cuong hanh chinh cua cén by, cong chuc va ngudi hoat dong khong chuyén
trach co quan. Pinh ky kiém tra dot xuat 01 1an/tuan.



Pieu 8. Giir gin v¢ sinh co quan:

L Phong, ban lam viéc dugc sip xép gon gang, khoa hoc, sach s&, ngin
nap.

2. Hang ngay t6 chitc don vé sinh phong lam viéc, hang tuan don vé sinh
co quan, nhat la khu vyc nha v¢€ sinh, hanh lan co quan. Sau gi¢ lam viéc hang
ngay, gom rac bo vao tai chuyén dén vi tri xur 1y quy dinh.

Piéu 9. Nhiing vi¢c can by, cong chuc, nguoi hoat dong khong chuyén
trach khong dugc lam:

1. Tiét 16 bi mat nha nudc thuoc UBND x4 quan 1y, khong thuc hién céc
quy dinh cua phép luat bao v¢ bi mat Nha nudc.

2. Loi dung vi tri cong tac dé 1am moi gi61 dich vu dudi moi hinh thirc
(truc ti€ép hoac gidn ti€p) trong khi gidi quyét cong viéc hodc cd hanh vi khac
lam anh hudéng dén uy tin cia co quan khi thuc hién nhiém vu.

3. Choi ¢d bac dudi moi hinh thire va st dung thiét bi 1am viéc vao viée
riéng.

4. Tu tap dong nguoi trong phong lam viéc hoac 1a mdt vi tri nao do trong
co quan khi khong c¢6 nhiém vu chinh dang, 161 kéo, kich dong can by gay mat
doan két trong co quan.

5. Cac hanh vi bi nghiém cim theo quy dinh cta phap luat.

~ Chwonglv
VE SU DUNG, QUAN LY TAI SAN

Piéu 10. Sir dung va quan 1y tai san:

1. Can bo, cong churc, ngudi hoat dong khong chuyén trach dugc co quan
giao trang thiét bi phuc vu cong tac va 1am viéc phai quan 1y chat ché. Néu lam
mat, hu hong ma khong c6 1y do chinh dang thi phai boi thuong theo gi tri tai
san do.

2. Khong dugc tu v cho muon, mang tai san cong ra khoi tru s¢ co quan,
phong lam viéc khi chua duogc su cho phép cua can bo, cong chuc, nguoi lao
dong quan ly va Chu tich UBND xa. Trong qua trinh st dung may vi tinh phuc
vu cong viéc chung ma bi hu hong ning phai bao cao voi Cha tich UBND x4 dé
stra chitra, con hu hong nhe thi don vi tu stra chira.

3. Str dung dién, nude tiét kién, tét tat ca cac thiét bi dung dién khong can
thiét khi ra khoi phong va hét gio 1am viéc (tdn dung toi da dnh sang tw nhién
trong gio lam viéc).

4. Cai dit may vi tinh & ché d6 tiét kiém ning luong. Man hinh, CPU tit
cho sau 10 phat khong sir dung. Khong st dung may vi tinh dé choi tro choi, chi
khai thac internet phuc vu cho cong viéc.

5. Hoi nghi trong co quan: cac can bo chuy@n mén, bo phan cha tri, phbi
hop v61 Van phong — Thong ké va céc can bd cé lién quan chuan bi toan b co
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s& vat chat phuc vu hoi nghi (trang tri, anh sdng, am thanh, nuéc uéng...), phan
cong can bd phuc vu hdi nghi.

Piéu 11. Sir dung phong hop, hoi trudong:

1. Hoi nghi cia UBND x&: Vin phong — Thong ké xa phdi hop véi cong
chitc Vian héa — X4 hoi chiu trach nhiém chuan bi dﬁy du co s& vat chat phuc vu
hoi nghi (Hi truong, trang tri, dnh sdng, dm thanh, nuéc uédng.....), dén dbe
cac ban, nganh lién quan, can bg, cong chirc chuan bi ndi dung phuc vu héi nghi.

2. Ho61 nghi cua cac ban nganh, don vi, doan thé: Do cac ban nganh, don
vi, doan thé phoi hop véi can bo Bai truyén thanh- Quan Iy Nha van hoa chuan
bi c4c di€u kién dé to chirc hoi nghi, phan cong nhan vién phuc vu hoi nghi.

3. Cac ban, nganh doan thé c6 nhu cau st dung phong hop, hoi truong
phai dang ky va cac yéu cau phuc vu hdi nghi voi Van phong — Thong ke trudce
1 tudn dé bd tri phong hop dam bao cho hoi nghi. Truong hop dot xuat c6 thé
trao doi Ym Yan phong — Thong ké dé diéu chinh, sap xep. Cac t6 chirc, ca nhan
khac muon to chirc hdi nghi, hdi thao, tdp huan phai dugc Chu tich, cac Pho Chu
tich UBND xa dong v sau d6 1am viéc véi Vian phong — Théng ké dé sap xép
lich va cong tac to chtrc. Néu khong ding ky trude voi Van phong — Thong ké
cac ban, nganh td chirc, ca nhan dé tu chiu trach nhiém. Sau khi xong vi¢c phai
don dep v¢ sinh noi hop sach s€, gon gang.

Piéu 12. Vé phong chay, chira chay:

1. Cam hat thubc 14 trong phong lam viéc va dung cac phuong tién
gay chay noi dé xe 0 td, xe may va cac thict bi tai san dé chay trong khu vuc
CO quan.

2. Khi phét hién chdy, nd, can bd, cong chure, nguoi hoat dong khong
chuyén trach phai kip thoi c6 cac bién phap d€ ngan chan va dong thoi thong
bao va phoi hgp tham gia chita chay.

3. Trude khi ra vé hodc di ra khoi phong, phai ¢6 trach nhiém tat thiét bj
dién, khod ctra dé ddm bdo an toan tai li€u va tai sdn co quan.

Chwong V
TO CHUC THUC HIEN

Diéu? 13. Tt ca can bd, cong chtrc, nguot hoat dong khong chuyén trach
Xa va cac to churc, ca nhan, cong dan dén lién hé cong tac, giao dich tai co quan
UBND x4 c6 trach nhiém thuc hién Noi quy nay.

Diéu 14.

1. TW(K) 48 xa, Cong doan co quan UBND X&, Van phong — Théng ké xa
dinh ky kiém tra vi¢c thyc hién Noi quy cua co quan va bao cdo két qua véi Chu
tich UBND xa.

2. Can b0, cong chirc, ngudi hoat dong khong chuyén trach, cac t6 chure,
ca nhan, cong dan vi pham N1 quy, tuy theo mirc dd s€ bi xur 1y theo quy dinh.



7

Piéu 15. Trong qué trinh trién khai thuc hién, néu can b sung, stra doi,
cac ban, nganh lién quan, can b9, cong churc kién nghi v1 Van phong — Thong
ké d€ bao cao Chu tich UBND x& xem xét, bo sung cho phu hop./.
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