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

PHUONG AN DUONG Doc 14p — Tu do — Hanh phic
$6:144/QD-UBND An Duong, ngay 6 thang § nam 2025
QUYET PINH

Ban hanh N¢i quy co’ quan phwong An Dwong

CHU TICH UY BAN NHAN DAN PHUONG

Can cir Ludt Té chirc chinh quyén dia phirong ngay 16/6/2025;
Can cir Ludt Can bd, céng chike (sira doi) ngdy 24/6/2025;
Can cur Bo ludt Lao dong ngay 20/11/2019;

Can cir Quyét dinh sé 129/2007/QD-TTg ngay 02/8/2007 ciia Thii tiéng
Chinh phii ban hanh Quy ché van héa cong s tai cdc co quan hanh chinh Nha
Nwoc;

Can civ Chi thi s6 26/CT-TTg ngay 05/9/2016 ciia Thii twéng Chinh phii vé
viéc tang cuwong ky ludt, ky cuong trong cac co quan hanh chinh nha nuoc cac
cap; Nghi dinh s6 145/2020/NP-CP ngay 14/12/2020 ciia Chinh phii quy dinh chi
tiét va huong dan thi hanh mot s6 diéu cia Bo Ludt Lao dong vé diéu kién lao
dong va quan hé lao dong;

Theo dé nghi ciia Chdnh Vin phong Héi dong nhén ddn va Uy ban nhdn
dan phuong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Néi quy co quan Uy ban nhan
dan phuong An Duong.

Picu 2. Cac thanh vién Uy ban nhan dan phuong, can bo, chic ngudi lao
dong thudc Uy ban nhan dan phuong, cac t6 chirc, ca nhan co lién hé cong tac voi
Uy ban nhan dan phuong An Duong chiu trach nhiém thi hanh Quyét dinh nay.

Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky./.

Noi nhin: CHU TICH
- Nhu Diéu 3;

- TT Pang uy, HDND, UBMTTQ phuong;
- CT, cac PCT UBND phuong;

- Can b9, cong chirc phuong;

- Luu: VT.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
PHUONG AN DUONG Poc 1ap - Tw do - Hanh phuc
NOI QUY CO QUAN

UY BAN NHAN DAN PHUONG AN DUONG
(Ban hanh kém theo Quyet dinh sol44 /OD-UBND ngay 06 thangg nam 2025
cuia Chu tich Uy ban nhan dan phuong An Duong)

I. CHE PQ LAM VIEC

1. Hang tuém lam viéc cac ngay Thur 2, 3, 4, 5, 6; nghi cac ngay Thu 7, Chu
nhat, ngay Le, Tet theo quy dinh. Truong hop can thiét Chu tich UBND phuong
quyét dinh lam thém ngay Thtr 7, Chu nhat.

2. Gio lam viéce: 08 gid/ ngay (40 gid/tuan).

Thot gian :

- Bu6i sang: Tir 7 gid 30 phit dén 12 gio 00 phdt;

- Bu6i chiéu: Tir 13 gio 30 phut dén 17 gio 00 phut,

I1. POI VOI CAN BQ, CONG CHUC CO QUAN

1. Bén co quan lam viéc dung gid quy dinh, trang phuc gon gang, deo thé
cong chuc trong thoi gian lam viéc.

2. Nghiém chinh chp hanh sy phan cong nhiém vu cua cap trén; trong giao
tiép phai hoa nha, van minh, lich sy, ngén ngir giao tiép phai rd ) rang. Nghiém cam

moi biéu hién ctra quyén, hach dich, gay phién ha, sach nhidu trong giai quyét
cong viéc.

3. Khi giai quyét cong viéc phai tuan theo Quy ché lam viéc cua co quan,
néu giai quyét cong viéc chua xong phai bao cao lanh dao Uy ban nhan phudng
va hen thoi gian giai quyét 1 rang.

4. Trong gi¢ lam vige phai gilr gin trét tw, khong qua lai cac phong khac khi
khong co6 yéu cau.

5. Khong dugc udng rugu bia trong gid lam viée va gio nghi trua ctia ngay
lam viéc.

6. Co y thirc phong gian bao mat, khong tiét 10 va cung cap tai lidu cho
nguoi khac khi chua dugce phép cua lanh dao Uy ban nhan dan phuong.

7. Co y thuc tiét kiém, bao quan tai san cong, khong tu y di chuyél} lam
thay do1 vi tri cac trang thi€t bi va phuong tién lam viéc khi chwa dugc sy dong y
ctua lanh dao Uy ban nhan dan phuong.

8. Thuc hién nghiém chinh quy dinh vé phong chbng chay no; tiét kiém
dién, nudc; khong dé cac vat dé nd, chat dé chay trong phong lam viéc va kho tai
lidu; ngat dién, khoa cira phong dugc giao quan 1y trudce khi ra vé.
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9. Co y thuc gitr gin v¢ sinh phong lam viéc, khu vuc v€ sinh chung; vut
rac, phé thai dung noi quy dinh.

I1I. POI VOI PAI DIEN TO CHUC VA CONG DAN PEN LAM VIEC

1. Pai dién cac t6 chirc va cong dan dén lién hé cong tac, lién hé véi Trung
tam phuc vy hanh chinh cong hodc b phan Vian phong Hoi d6ng nhan dan va Uy
ban nhan dan phuong dé dugc hudng dan giai quyét.

2. Chap hanh nghiém tic Noi quy cia co quan, khong trong trang thai say
ruou, bia, trang phuc gon gang, khong gy On do, mat trat ty, gitt gin vé sinh
chung, khong di lai nhitng noi khong c6 nhiém vu; cac phwong tién di lai phai dé
diung noi da quy dinh.

Trong qua trinh t6 churc thuc hién Noi quy co quan ndy, néu c6 van dé can
stra doi, bo sung, dé nghi cac co quan, don vi, ca nhan c6 van ban gui Van phong
Hoi dong nhan dan va Uy ban nhan dan phuong dé tong hop bao cédo Chu tich Uy
ban nhan dan thanh phb xem xet, quyét dinh. Yéu cau can bd, cong chirc, ngudi
lao dong co quan va dai dién td chire, cong dan dén lién hé cong tac va lam vi¢c
chap hanh nghiém Noi quy nay./.
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