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

PHUONG TRAN HUNG PAO Déc 1ap — Tu do — Hanh phic
S6:101 /QB-UBND Phurong Tran Hung Pao, ngay 23thang 7 ndm 2025
QUYET PINH

Vé viéc ban hanh Ndi quy ra vio tru sé UBND phwong Tran Hung Pao

CHU TICH UY BAN NHAN DAN PHUONG TRAN HUNG PAO

Can cir Ludt Té chirc chinh quyén dia phirong ngay 16/6/2025;

Can cu quy dinh cua phap ludt vé bdo vé an ninh, trdt tw tai tru s¢ co quan
hanh chinh nha nwoc,

Can cir tinh hinh thuc té vé dam bdo an ninh, trdt tu va ndng cao hiéu qua
hoat dong tai tru so UBND phuong;

Theo dé nghi ciia Chanh Vin phong HDND va UBND phuong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Noi quy ra vao tru s UBND
phuong Tran Hung Pao 4p dung ddi véi can bd, cong chirc, ngudi lao dong va
cac co quan, t chirc, ca nhan dén lién hé cong tac tai UBND phuong.

Piéu 2. Noi quy la can ctr dé t6 chuc thyc hién, kiém tra va xu 1y cac hanh
vi vi pham trong pham vi tru s6 UBND phuong.

Piéu 3. Chanh Van phong HDND va UBND phuong, Truong cic phong
chuyén mdn; can bd, cong chirc, ngudi lao dong thuoc UBND phuong, To Bao
vé co quan va cic co quan, to chirc, ca nhan c6 lién quan chiu trach nhiém thi
hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3;
- Luu: VT.

Nguyén Vin Ha



Ra vao tru s¢
(Kem theo Quyér dinh so

S
1. POI VOI CAN BQ, CON cﬁfé PHUONG

1. Chap hanh dang thoi gian 1am viée theo quy dinh ctia Nha nudc va noi
quy co quan.

2. Peo thé cong chire trong sudt thoi gian 1am viéc tai tru so.

3. Khong tu ¥ dwa ngudi ngoai vao noi 1am viéc néu khong c6 nhiém vu
hoac chua dugc su cho phép cua lanh dao.

4. Gitr gin trat tu, v€ sinh, tai san cong, khong hut thude, st dung chat kich
thich trong khuon vién tru so.

5. Khong tu tip noi chuyén gy 6n a0, anh huong dén cac bo phan dang
lam viéc va tiép cong dan.

6. Thyc hién dung quy trinh, quy dinh trong giai quyét thi tuc hanh chinh,
ung xr van minh, lich sy vé&i cong dan.

I1. POI VOI TO CHU'C, CA NHAN PEN LIEN HE CONG TAC, GIAI
QUYET THU TUC HANH CHIiNH

1. Trang phuc lich sy, thai d§ nghi€ém ttc, chép hanh dung huéng dan cua
lyc luong bao ve¢ va can bg tiép dan.

2. Xuét trinh gidy to tiy than hodc gidy gidi thiéu (néu ¢ yéu cau) khi vao
tru s¢ lam viéc.

3. Ghi tén, ndi dung cong viéc vao s6 theo doi (néu co).

4. Chi dugc vao khu vuc 1am viée khi c6 sy hudng dan hoic cho phép cua
bd phan chuyén mon.

5. Khong quay phim, chup anh, livestream, phat tan thong tin tai tru s¢ khi
chua dugc co quan co tham quyén cho phép.

6. Khong gay mat trat tw, can trd hoat dong ctia co quan; khéng mang theo
vii khi, chét chay nd, chat cém.

7. Giir gin vé sinh chung, khong xa rac, khong hut thudc trong khuén vién
UBND phuong.

8. Roi khoi tru s ngay sau khi két thiic cong viéc, khong & lai khi khong
c6 nhiém vu.

111. TRACH NHIEM CUA BAO VE CO QUAN

1. Huéng dan nguoi dan, t6 chiic, co quan dén lién hé cong tac dung quy dinh.

2. Theo doi, kiém soat nguoi ra vao tru sd, kip thoi phat hién cac hanh vi vi pham.

3. Chu dong xtr 1y khi c6 tinh hudng bat thudng; béo céo kip thoi véi lanh dao
qua Van phong HDND va UBND phuong

IV. TO CHUC THUC HIEN

1. Céan b0, cong chirc va nguodi lao dong UBND phuong nghiém tic thuc
hién NO1 quy nay.

2. Co quan, td chire, ci nhan dén lam viéc tai tru s& UBND phuong c6 trach
nhiém tudn thu day du cac quy dinh tai Noi quy nay.

3. Cac vi pham s€ dugc xtr ly theo quy dinh phép luit.
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