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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HAI PHONG Poc lap - Tw do - Hanh phic
QUY CHE

Quan Iy va sir dung Téa nha Trung tim Chinh tri - Hanh chinh thanh phd
va Trung tim Hoi nghi - Biéu dién thanh phé Hai Phong
(Kém theo Quyét dinh sé /OP-UBND ngdy / /2026
ciia Uy ban nhén dan thanh phé Hdi Phong)

Chuong I
QUY DINH CHUNG

Pi¢u 1. Pham vi diéu chinh

Quy ché nay quy dinh vé quan 1y, str dung nha 1am viéc, cac cong trinh phuc
vu hoat dong va cac trang thiét bi, tai san, cong tdc dam bao an ninh trat tu, phong
chéng chay nd, ctru hd, ctru nan, ha tang cong nghé thong tin; quy dinh thoi gian
lam viéc, vao, ra, don tiép khach, gilr gin v€ sinh moi truong va thyc hién van hoa
cong so tai Toa nha Trung tdm Chinh tri - Hanh chinh thanh phd va Trung tam
Hoi nghi - Biéu dién thanh phd.

Piéu 2. Pdi twong ap dung

1. Cén bg, cong churc, vién chirc, nguoi lao dong lam viéc theo ché 3o hop
déng cua cac co quan, don vi dang lam viéc tai Toa nha Trung tam Chinh tr1 -
Hanh chinh thanh phd va Trung tam Hoi nghi - Biéu dién thanh phé.

2. Céc td chirc, ca nhan cung cép dich vy, hang hoa cho céac co quan, don vi
dang lam viéc tai cic Toa nha Trung tim Chinh tri - Hanh chinh thanh phé va
Trung tdm Hoi nghi - Biéu dién thanh phé.

3. Nhan vién, cong nhan cta cic cong ty cung cip lao dong, dich vy, hang
hoa cho cac co quan, don vi ¢6 tru sé lam viéc tai Toa nha Trung tam Chinh tri -
Hanh chinh thanh phd va Trung tam Hoi nghi - Biéu dién thanh phé.

4. Céc co quan, don vi dugc bd tri 1am viée trong Toa nha Trung tam Chinh
tri - Hanh chinh thanh phd va Trung tam Hoi nghi - Biéu dién thanh phé.

5. Céc t chirc, ca nhan dén 1am viée véi cac co quan, don vi, ¢4 nhan dang
lam viéc tai Toa nha Trung tdm Chinh tri - Hanh chinh thanh phd va Trung tam
Hoi nghi - Biéu dién thanh phd.

6. Cac nha thau lién quan trong viéc bao hanh, bao tri c4c Toa nha Trung tam
Chinh tri - Hanh chinh thanh phé va Trung tim Hoi nghi - Biéu dién thanh ph.

7. Pon vi quan 1y Toa nha Trung tdm Chinh tri - Hanh chinh thanh phd va
Trung tdm Hoi nghi - Biéu dién thanh phd; cac t6 chirc, c& nhan c6 lién quan.
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Ngoai viéc phai chap hanh cac quy dinh tai Quy ché nay, cac di tuong néu
trén tuy theo vi tri, nhi€ém vu va quyén han con phai thuc hién cac quy dinh cua
phép luét c6 lién quan.

Piéu 3. Giai thich tir ngir va thong nhat cac tir viét tat

1. “Co quan, don vi” 1a cac co quan (Thanh uy, Hoi dong nhan dan, Uy ban
nhan dan thanh phd, cic S&, ban, nganh va tuong duong) c6 tru so lam viée tai
Trung tdm Chinh tri - Hanh chinh thanh phé.

2. “Ngudi lao dong” 13 nhan vién, cong nhan cta cac nha thau va cac to chie,
don vi cung cép lao vu, dich vu, hang hoéa cho cac co quan, don vi ¢6 tru so tai
Trung tdm Chinh tri - Hanh chinh thanh phé.

3. “Khu vuc st dung chung” 1a khu vuc cong cong bén trong tda nha (khu
vuc hanh lang, nha v¢ sinh...) va bén ngoai toa nha (hanh lang, khudn vién tru so,
quang truong).

4. “Khu vuc riéng” la khu vuc bén trong cac phong lam viéc va phong hop,
phong chuyén mon.

5. “TU” viét tit cia cum tir “Thanh ay”; “HDND” viét tit cia cum tir “Hoi
déng nhan dan”; “UBND” viét tit cua cum tur “Uy ban nhan dan”.

6. “CBCCVC” viét tit cuia cum tir “Can bo, cong chire, vién chire, nguoi 1am vige
theo ché do hop dong lao dong ctia cac co quan, don vi dang 1am viéc tai Toa nha”.

7. “PCCC” viét tat ciia cum tir “phong chay va chira chay”.

8. “Tda nha” viét tat ciia cum tir “Céc Toa nha tai Trung tam Chinh tri - Hanh
chinh thanh ph6 va Trung tim Hoi nghi - Biéu dién thanh phd”.

9. “Pon vi quan 1y Toa nha” viét tat cuia cum tir “Pon vi quan 1y Toa nha
Trung tdm Chinh tri - Hanh chinh thanh phé va Trung tam Hoi nghi - Biéu dién
thanh phd”.

Pi¢u 4. Thoi gian 1am viéce

1. Budi sang: Tir 07 gio 30 phit dén 12 gid 00 phuit.

2. Bubi chiéu: Tur 13 gid 30 phit dén 17 gio 00 phdt.
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Chuwong Il .
QUY DINH VE QUAN LY TOA NHA

Piéu 5. Quy dinh d6i véi CBCCVC lam viéc tai Toa nha

1. Khi vao Toa nha lam viéc phai luén deo thé can bg, cong churc, vién chirc.
2. Gitr gin trat ty chung, khong gy on do, néi 10n, vang tuc.

3. Nghiém cAm cac hanh vi pha hoai trang thiét bi, két ciu cua Toa nha.

4. Khdng ra, vao khu vuc khong thude quyén quan 1y, sir dung cia co quan,
don vi khac khi chua dugc sy dong .

5. Khong xem hodc tang trir van hoa pham cam luu hanh hoic khong duoc
phép sir dung; khong mang (hay sir dung) chat nd, chat kich thich, chat giy nghién,
hodac cac hang hoa thudc loai cAm luu hanh vao Toa nha.

6. Tuan thu quy dinh PCCC va tao diéu kién cho cac luc luong PCCC thyc
hién nhiém vu.

7. Cac phuong tién giao thong nhu: O 0, xe may, xe dap dién, xe dap ...
trong khu vuc cac Toa nha phai dé ding noi quy dinh va theo su hudng dan cua
bao vé Toa nha. Pon vi quan 1y Toa nha s& khong chiu trach nhiém ddi vai bat ky
truong hop mat mat nao phat sinh tai bai xe ma khong c6 thé giit xe; khi di lai
hodc di chuyén trong khu vuc Toa nha khong dugc giy tiéng 6n vuot mirc binh
thuong (ra ga, bop coi ...); toe do di chuyén khong qua 10 - 20km/h; khéng cho
muon, stt dung phuong tién khi giri Xe tai tang ham.

8. May moc thiét bi, tai liéu phai duoc sap xép gon gang bén trong vin phong
lam viéc; khong dé vat dung, hang hoa tai khu vuc hanh lang, 16i di hodc tai cac
khu vire cong cong ctia Toa nha nhim tao nép séng vin minh noi cong s va dam
bao thong thoang 16i thoat hiém.

Piéu 6. Noi quy vao/ra Toa nha

1. Khi vao Toa nha, CBCCVC, nguoi lao dong, khach phai dung xe ding dia
diém quy dinh dé nhan vién béo vé kiém tra an ninh, dd xe ding khu vuc quy
dinh; ddi v6i khach phai xuét trinh giéy to, thuc hién viéc vao/ra theo hudng dan
cua nhan vién bao v¢.

2. Quy dinh vao/ra Toa nha

2.1. Quy dinh vao/ra cac Toa nha Trung tdm Chinh trj - Hanh chinh thanh phd

a) Tai Toanha A

- Lanh dao TU, HDND thanh phé, 1anh dao cac ban DPéang, cong chirc, ngudi
lao dong lam viéc tai toa nha: Di cura s6 1 va sd 2.

- Cong dan, khach dén lién hé cong tac, cac nha thau, don vi thi cong...: b1
ctra s6 2.



b) Tai Toa nha B

- Lanh dao UBND thanh phé, lanh dao cac S&, nganh, cong chirc, nguoi lao
dong lam viéc tai toa nha: Di cura s6 1 vasd 2.

- Cong dan, khach dén lién hé cong tac, cac nha thau, don vi thi cong...: bi
ctra 6 2.

c) Tai cac toa nha con lai: Lanh dao cac So, nganh, CBCCVC, nguoi lao
dong, cong dan, khach dén lién hé cong tac ...: Di ctra chinh,

2.2. Quy dinh vao/ra Trung tim Hoi nghi - Biéu dién thanh phd

- Lanh dao thanh phé, lanh dao cac sd, ban, nganh, xa, phuong, dac khu va
tuong duong, CBCCVC, khach dén tham dy hop: Di cira chinh tai tang 1.

- Cac nha thau, don vi cung cap dich vu: i tir dudi taing ham 1én tang 1.

3. Quy dinh vé sir dung thang may tai cc tda nha Trung tim Chinh tri - Hanh
chinh thanh phé

a) Tai Toanha A

- Thang may sb 1: Danh cho Thuong truc Thanh uy, cac dong chi Ban
Thudng vu Thanh ay (st dung thé tir dé kich hoat).

- Thang may sd 2: Danh cho 1anh dao Vian phong Thanh ty va lanh dao cac
co quan, don vi tai Toa nha A.

- Thang may sb 3, 4, 5, 6, 7: Danh cho CBCCVC, ngudi lao dong cac co
quan co try s& tai toa nha.

- Thang may s6 7 (thang may PCCC): Vao gid cao diém van sir dung cho
CBCCVC, nguoi lao dong cac co quan c¢o tru s¢ tai toa nha. Cac don vi nha thau,
dich vu, chita chay s& phai dang ky va chi duoc st dung thang may sb 7.

- Pbi véi to chirc, cong dan, khach dén 1am viée: Str dung thang may theo
hudng dan cta nhan vién 1€ tan, bao vé Toa nha.

b) Tai Toa nha B

- Thang may s 1: Danh cho lanh dao Uy ban nhan dan thanh phé (str dung
thé tir dé kich hoat).

- Thang méy sb 2: Danh cho ldnh dao Vian phong Uy ban nhan dan thanh
phé va lanh dao cac co quan, don vi tai Toa nha B.

- Thang may sb 3, 4, 5, 6, 7: Danh cho CBCCVC, ngudi lao dong cac co
quan c6 tru sé tai toa nha.

- Thang may s6 7 (thang may PCCC): Vao gid cao diém van sir dung cho
CBCCVC, nguoi lao dong cac co quan c¢o tru so tai toa nha. Cac don vi nha thau,
dich vu, chita chay s& phai dang ky va chi duoc st dung thang may sb 7.
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- Pbi véi to chire, cong dan, khach dén 1am viéc: Str dung thang may theo
huéng dan cta nhan vién 1€ tan, bao vé Toa nha.

c) Tai cac toa nha con lai
- Thang may s6 1: Danh cho 13nh dao céc so, nganh co tru so tai toa nha.

- Cac thang may con lai: Danh cho CBCCVC, nguoi lao dong cac co quan
cO tru so tai toa nha.

- Pdi véi t6 chic, cong dan, khach dén lam viéc, cac don vi nha thau, dich
vy, chita chay: Str dung thang méy theo huéng dan cua nhan vién 1€ tan, bao vé
Toa nha.

d) Viéc sir dung thang may theo Bang hudng dan phan ludng thang may.

e) Pon vi quan 1y Toa nha hudéng dan chi tiét cac cong vao/ra; thang may
1én, xuéng; 16i di; khu vuc dé xe....

Pi¢u 7. Quy dinh kiém soat an ninh bén trong cac Toa nha

Céc co quan, don vi 1am viéc trong Toa nha c6 trach nhiém cung cép thong
tin vé CBCCVC cuia don vi minh cho don vi quan 1y Toa nha dé tién hanh cap
nhat hinh anh khu6n mat. Khi vao/ra Toa nha CBCCVC phai thyc hién nhan dién
khuoén mat béng camera an ninh d3t tai vi tri cac cira kiém soat ra/vao. Truong
hop CBCCVC nghi viéc hodc chuyén cong tac phai théng bao cho don vi quan 1y
Toa nha dé diéu chinh x6a di liéu trén hé théng.

Piéu 8. Quy dinh kiém soat an ninh tai khu vire ting ham toa A, B

1. Céc co quan, don vi lam viéc trong Toa nha c6 trach nhiém cung cap thong
tin vé phuong tién ca nhan (gdm ho va tén chi xe va bién kiém soat) cia CBCCVC
cua don vi minh cho don vi quan Iy Toa nha dé tién hanh cap nhat dir li¢u trén he
théng kiém soat an ninh.

2. M6i CBCCVC lam viéc trong Toa nha duge phat 01 (mot) thé dé xe co
tich hop thong tin vé phuong tién c& nhan dé kiém soat an ninh tai ting ham Toa
nha A, B. Trudng hop xe gip su cd bat kha khang, phai str dung xe khac thay thé,
dé nghi dang ky v6i don vi quan 1y Toa nha dé dugc hudng din.

3. Truong hop quén thé hoidc thé bi that lac chua tim dugc, CBCCVC lién
hé v6i don vi quan 1y Toa nha va xuat trinh thé can cudc dé sir dung thé dé xe tam
thoi trong tang ham, khi ra khoi Toa nha phai tra lai thé tai chdt kiém tra an ninh.

4. Truong hop thé bi mat hodc bi hu hong, CBCCVC phai lam don xin céap
lai thé mé&i (c6 xac nhan cia co quan) va chiu chi phi lam lai thé, dang ky vd1 don
vi quan 1y Toéa nha muon thé tam dé sir dung trong thoi gian chd 1am thé moi.

Pi¢u 9. Quan Iy phwong tién giao thong trong khuén vién Toa nha

1. Xe 6 t6 dua, don lanh dao, khach quy dinh tai Piéu 10 Quy ché nay:
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- Pua, don tai sanh 1, 2 cta To0a nha.

- Ding, d6 xe dung khu vuc quy dinh.

2. CBCCVC khi diéu khién phuong tién tham gia giao thong trong ting ham
dé xe cua Toa nha thuc hién:

- Piéu khién phuong tién theo dung bién chi dan, vach ké duong.
- Bé xe dtng khu vuc quy dinh.

3. Khong duoc rira xe, sac dién xe may, xe 0 td, cac cong cy, dung cu v¢ sinh
cong nghiép tai ting ham.

4. Dung, do xe theo huong dan cua nhan vién bao v¢.

5. Nguoi diéu khién phuong tién phai tudn thu cac bién béo, tin hiéu ghi
trong ham dé xe.

6. Pon vi quan Iy Toa nha soan thao va ban hanh ndi quy cu thé vé viéc giir
xe, ding db xe...: Huéng din ngudi diéu khién phuong tién tham gia giao thong
trong khuon vién Toa nha thuc hién dung quy dinh tai Diéu 9 nay, nhic nhd, c6
cac bién phap xtr Iy nghiém dbi véi cac truong hop vi pham nhiéu 1an, ¢d tinh vi
pham.

Piéu 10. T6 chirc d6n, tiép khach dén thim, lam viéc

1. Pbi voi khach 1a lanh dao Pang, Nha nude, Qubc hoi, Chinh phu; Bo
treong, Thar truong va chirc vu twong duong cta cac Bo, nganh Trung wong; Bi
thu, Pho Bi thu, Chu tich, Pho Chu tich UBND cac tinh, thanh phé truc thudc
Trung wong va chirc vu twong duong; cac doan khach qudc té do lanh dao thanh
phé, lanh dao cac co quan, don vi tiép tai Toa nha thuc hién theo chuong trinh
hodc lich lam viéc.

Truong hop khach dot xuat (khong co chuong trinh) thi nhan vién 18 tan
thong bao ngay véi lanh dao Van phong TU - HDND - UBND thanh phé (hodc
lanh dao cac co quan, don vi ¢6 tru s& tai toa nha) dé xuéng don khach tai khu
vuc 18 tan.

2. Pbi véi khach 1a can bo, cong chtrc, vién chirc cuia cac Bo, nganh ¢ Trung
uvong va dia phuong, cac co quan hanh chinh, don vi sy nghiép, cac doanh nghiép,
t6 chirc, ca nhan dén lién hé cong tac thi phai xuét trinh gidy to tiy than hop phap
tai b phan 1& tn cua Toa nha dé duoc huong dan don tiép.

3. P6i v6i khach 1a 1anh dao cap x3, doanh nghiép nha nudc ciia thanh phd,
cac don vi sy nghiép truc thudc s& dugc cip thé khach dé sir dung vao/ra Toa nha.

4. Pbi voi khach dén lam viéc véi lanh dao TU - HPND - UBND thanh phd,
lanh dao tir cAp trudng phong trd 1én cia cac co quan, don vi: Sau khi ¢6 su dong
y gip mit lam viéc, nhan vién 1€ tan 1am thu tuc ding ky thé khach vao/ra va
huéng dan khach 1én diing noi 1am viéc.
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5. Déi v6i khach dén dy cac cude hop, hoi thao do 1anh dao TU - HDND -
UBND thanh phé, co quan, don vi chu tri: Pon vi dugc giao chu tri hodc ban to
chtic ctr ngudi phdi hop véi Pon vi quan 1y Toa nha to chirc don tiép theo quy
dinh, phu hop véi muc dich, yéu ciu cua tung cudc hop hoi thao.

6. Di v6i khach cua co quan, don vi hoac CBCCVC lam viéc trong Toa nha:
Nhan vién 1€ tan lién hé véi ngudi c6 trach nhiém cta co quan, don vi hoic ca
nhan lién quan dén khu vyc 18 tin don va dua vao phong tiép khach; truong hop
can thiét phai dua khach 1én phong lam viéc thi dang ky tai quay 1& tan lam thu
tuc theo quy dinh.

Piéu 11. Quy dinh doi v6i nha thu va t6 chirc, ca nhan cung cp dich vu

1. Nha thau vao 1am viéc trong Toa nha phai duoc su déng ¥ cua Pon vi
quan 1y Toa nha, phai bao cdo danh sach can bo, nhan vién cu thé ctia don vi minh
vao 1am viéc trong Toa nha cho Pon vi quan Iy Toa nha dé duoc cip "Thé nha
thau". Viéc di lai trong Toa nha phai theo hudéng dan cta nhan vién bao vé. Dbi
v6i cac cong viée dé gay chay, no,... phai thuc hién bén ngoai Toa nha; truong
hop bt budc phai thuc hién bén trong Toa nha thi phai bao céo cho don vi quan
1y Toa nha trude khi lam, phai c6 su gidm sat chidt ché gitra cac bén va tuan thu
cac quy trinh vé an toan lao dong, phong, chong chay nd.

2. Cac cong viéc gay tiéng on, bui.... phai dugc thuc hién sau 20 gio 00 phat
hang ngay hodc lam vao thir Bay, Cha Nhat, ngay nghi.

3. Khong dugc tuy tién dau ndi dé dung dién tir cac 6 cam ¢ khu vuc cong
cdng trong khudn vién Toa nha (phai duoc sy cho phép va huéng dan cia b phan
ky thuat Toa nha).

4. Bdi véi cac td chire, ca nhan cung cép dich vu, san phﬁm, hang hoa phuc
vu cho hoat dong thudng xuyén cia cac co quan (nhu may moc, thiét bi tin hoc,
vién thong, van phong pham, nudc udng dong binh, vat pham lam qua ting, hoa
tuoi...) phai lién hé voi CBCCVC c6 lién quan cta don vi d6 xudng dé giao nhan
hang; truong hop can giao nhan hang tai phong lam viée (Iip dat, stra chita thiét
bi van phong,...) phai ding ky v6i don vi quan 1y Toa nha dé nhan thé vao/ra, khi
xong viéc phai tra lai thé cho don vi quan 1y Toa nha.

5. Pon vi quan 1y Toa nha soan thao va ban hanh quy dinh cu thé ddi vai cac
nha thau va t6 chire, ca nhan khi dén giao dich, lam viéc tai Toa nha.

Pic¢u 12. Pdi v6i Bo phan an ninh, bio vé

1. Khong uéng rugu, bia hodc str dung chét kich thich trong Toa nha. Bao v¢
khong dugc dén Toa nha lam viée trong tinh trang c6 hoi men, say xin. Khong
danh bai bac dudi bat ky hinh thtrc ndo trong Toa nha.

2. Khi dén Toa nha phai mic dong phuc theo ding quy dinh ctia bo phan bao
vé Toa nha.
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3. Bdi v6i ddng doi phai doan két, sin sang hd tro gitup d& 1an nhau.

4. Béi v6i nhitng tinh hudng khan cip (trom cép, lira dao, uy hiép, khung
bb...) phai binh tinh, khon khéo nhanh chéng thong tin cho dong doi phdi hop giai
quyét.

5. Trach nhiém va quyén han ctia nhan vién an ninh, bao vé

a) Trach nhiém

- Pam bao toan bo tinh hinh an ninh trat tu ciia Toa nha.

- Bdo v¢ con nguoi, tai san trong Toa nha.

- Theo ddi hé thdng giam sat camera tai phong truc an ninh.

- T6 chure tréng, giit xe cia CBCCVC va céc co quan, don vi hoat dong trong
Toa nha.

- Kiém tra, kiém soat vat tu, thiét bi, hang hoa.... cia cic nha thau va to chic,
c4 nhan cung cap dich vu khi dua vao Toa nha.

- Piéu phdi luong phuong tién xe 6 10, Xe may vao/ra Toa nha, tranh tinh
trang un tdc, mat trat tw, an ninh.

- Phéi hop chit ch& v6i bo phan k§ thuat, vé sinh, 18 tan... hudng din khach
dén lién hé cong téc.

- Thuc hién cong tac PCCC theo quy dinh cua phap luat va theo phuong an
chira chay cua Toa nha.

- Giam sat, huong dan cac nha thau thuc hién noi quy cua Toa nha. Ghi chép,
theo doi cac tai san, trang thiét bi, hang hoa nhép/xuét ctia Toa nha. Tuan tra, kiém
tra cac vi¢c khoa ctra ctia cac co quan, don vi trong Toa nha. Phat hién nhiing hién
tuong la (tiéng 6n, mui khét, nude ro ri...) bao cho b phan chuyén trach dé xir 1y,
giai quyét kip thoi.

- Giir gin vé sinh, tuyét d6i khong cho nguoi than, nguoi la vao nga lai trong
Toa nha.

- Khi phat hién thay nguy co khan cép c6 kha nang din dén trom cip, mét an
ninh, chay n6 phai bam sat hién truong va tim cach bao ngay cho dong d6i va Pon
vi quan 1y Toa nha thuc hién céc bién phap ngan chin kip thoi. Pong thoi phai
ghi lai bién ban phién tryc dé ca sau tiép tuc theo ddi.

- C6 trach nhiém phdi hop, hd trg, cung cip thong tin cho co quan chirc ning
giai quyét cac su cd xay ra.

b) Quyén han

- Huong dan, kiém tra, don dbc, nhic nhéd cac co quan, don vi, nha thau,
CBCCVC, nguoi lao dong, khach trong Toa nha thuc hién cac quy dinh ctia phap
luét vé an ninh, trat tu va ndi quy cua Toa nha.
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- Kiém tra, giam sat cac nha thau thi cong, stra chira, cung cip hang hoa trong
Toa nha. Theo doi, gidm sat céac thi€t bi, dung cy, hang hda vao/ra Toa nha.

- Trong khi 1am nhiém vy, duoc kiém tra gidy to, hang hoa, phuong tién ra,
vao Toa nha néu c6 dau hiéu vi pham phap luat hoac vi pham ndi quy bao v¢ Toa
nha va bao ngay cho cap c6 tham quyén dé giai quyét.

- Tam dung céc cong viéc vi pham ndi quy bao vé Toa nha; 1ap bién ban tam
giit phuong tién, vat dung lién quan khi phat hién c¢6 hanh vi pham phap, dong
thoi bao ngay cho cdp c6 tham quyén dé giai quyét.

- Tur chdi thyc hién cac yéu cau trai phap luat trong khi thi hanh nhiém vy
bao vé va bao cdo co quan chirc ning dé xir Iy theo quy dinh phap luat.

- Luc luong bao vé Toa nha phéi hop vo1 luc lugng Canh sat bao vé muc
tiéu, Cong an thanh phd xay dung Quy ché phdi hop trong thuc hién nhiém vu.

- P& nghi Cong an thanh phé xay dung phuong an bao vé Toa nha va hudng
dan nghiép vu cho don vi quan ly Toa nha.

Piéu 13. Quan 1y, sir dung khu vire cong cong

1. Cac khu vuc cong cong (khu vuc st dung chung): CBCCVC khi str dung
khu vuc cong cong tai Toa nha co6 trach nhi¢ém bdo quan, str dung theo dung tinh
nang, muc dich; truong hgp lam héng phai chiu chi phi stra chita theo quy dinh.

2. CBCCVC phai ¢6 nhitng bién phap thich hop dé bao vé nhitng khu vuc
cong cong khi van chuyén hang hoa cong kénh.

3. Nguyén vat liéu, vat dung phé thai khong dugc dé bura bai tai khu vuc
hanh lang, sanh thang may, cau thang bo va cac khu vuc cong cong khac trong
Toa nha.

4. Khong duoc tu ¥ d4u ndi nguén dién, nudce tir cac khu vuc cong cong.

5. Cac 16i di, sanh qua lai, ciu thang by, hanh lang déu khong dugc gay can
tré vao bat cr thoi diém nao va khong duoc st dung vao muc dich khac voi tinh
nang st dung da duoc thiét ké.

6. Tai san ctia ca nhan khong duoc Iuu gitt hodc dé ¢ noi cong cong.

Piéu 14. Vé sinh méi truwong, vé sinh Toa nha

1. Trach nhiém ctua Pon vi quan 1y Toa nha

- T6 chirc cong tac vé sinh hang ngay tai cac khu vuc ding chung, phong
tiép khach chung ctia Toa nha, sanh, hanh lang va khu vé sinh, thang may, thang
bo, bai dau xe khu vuc him va khu vuc dung chung khéc.

- C6 trach nhiém t6 chtrc va quan 1y dich vu thu gom réc thai tir cac co quan,
don vi & cac t?mg cua Toa nha (dat tai mot vi tri nhét dinh cua ting tﬁng) tap két
dén noi trung chuyén & tang ham dé xir 1y theo quy dinh.
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- Chu tri, phéi hop v6i nguoi c6 trach nhiém cia cac co quan, don vi trong
Toa nha kiém tra, gidm sat cac don vi dich vu lam sach toan by khuon vién co
quan: Nha vé sinh, san vuon, duong di, cac tﬁng ham, cAc sanh, hanh lang, cac h¢
théng ctra, ban cong, cau thang may, cau thang bd, cac nha vé sinh; van chuyén
rac thai hang ngay.

2. C4c co quan, don vi chiu trach nhiém t6 chirc vé sinh khu vuc riéng cua
minh; cir ngudi chiu trach nhiém phdi hop véi Pon vi quan 1y Toa nha trong viée
Kiém tra, giam sat vé sinh khu vuc cong cong ctia ting minh quan 1y, lam viéc.

3. CBCCVC va ngudi lao dong co6 trach nhi€ém gilr gin v€ sinh tai noi lam
viéc va khu vuc cong cong.

4. Nghiém cAm cac hanh vi

- Hut thudc 14 trong Toa nha (phong 1am viéc, phong hop, cau thang may,
cau thang bg, nha v¢ sinh, tﬁng ham, khu vuc tiép khach, cac khu vuc cong cong
va khu vuc ¢6 bién bao cAm).

- Khac nho, boi ban 1én tudng, vt rac thai,... xudng san nha, hanh lang va
cac khu vuc cong cong.

- D6 nudc tra, ca phé... xudng san nha, hanh lang, tuong nha, khu vé sinh.

- Hai hoa, bé canh, dim 18n tham co, nh6 cdy trong khuén vién co quan.

- Mang chit cAm, chét doc hai vao co quan.

5. Thu trudéng cac co quan, don vi c6 trach nhiém thuong xuyén don déc,
nhic nhé CBCCVC cua don vi minh thyc hién tbt cac quy dinh vé vé sinh méi
truong; tham gia gidm sat cong tac phuc vu vé€ sinh cua nhan vién phuc vu trong
khu vuc lam viéc cua co quan, don vi.

6. Pon vi quan 1y Toa nha huéng dan, quy dinh chi tiét vé quy trinh, thoi
gian tién hanh vé sinh va thu gom rac thai.

Piéu 15. Quy dinh vé thuc hién viin héa cong sé

1. CBCCVC va nguoi lao dong phai thyc hién van hoa cong s tai Toa nha
theo Quy ché vin hoa cong so tai cac co quan hanh chinh nha nude ban hanh kém
theo Quyét dinh s 129/2007/QD-TTg ngay 02/8/2007 ctia Thu tuéng Chinh phu
va cac quy dinh cta thanh phé.

2. Thu truong co quan, don vi chiu trach nhi¢m kiém tra viéc thuc hién Quy
ché van hoa cong sé tai don vi minh.

Piéu 16. Cong tac dim bio an toan phong chay chira chay

1. Phong chay chita chéy 1a nghia vy ctia toan thé CBCCVC; nha thau, khach
lién hé lam vi¢c trong Toa nha.

2. Nghiém cAm str dung lira, bép ga, bép tir dé dun niu, sir dung 4m siéu tdc,
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day mayso dé dun nudc, cAm hit thude, d6t vang ma trong khudn vién Toa nha (nha
kho, phong may, nha vé sinh, ting him, phong lam viéc, nha xe, khu vuc cong
cong...) va nhitng noi c6 bién cam ltra.

3. Khong dé cac chudng ngai vat trén cac 16i di lai va cau thang thoat hiém,
khong chén, chan cira thoat nan.

4. Phuong tién dung cu chita chay phai dé ¢ noi dé lay, dé sir dung, nghiém
cam viéc ty ¥ st dung cac phuong tién chira chay vao viéc khac.

5. Nghiém cam mang vat liéu chay ndé vao co quan.

6. CAm dung cac nguén nhiét, thiét bi sinh Itra, sinh nhiét, cac chat nguy hiém
chay, nd khac trong khudn vién Toa nha. Trudng hop bét budc st dung phai duoc
su dong ¥ ctia Pon vi quan 1y Toa nha va phai chuin bi day du cac diéu kién du
phong khi ¢6 su ¢d xay ra.

7. Trudc khi ra vé phai kiém tra lai khu vyc 1am viéc ctia minh nhiing gi co
lién quan dén an toan vé dién, vé su chay, nguén nhiét. Néu 1a nguoi cudi cung ra
khoi phong 1am viéc phai kiém tra lai khu vuc xung quanh minh 1am viéc va phai
tat thiét bi tiéu thu dién, tit cau dao, Aptomat, khoa ctra dé dam bao an toan.

8. CBCCVC phai chap hanh nghiém ndi quy PCCC. Thu trudng cic co quan,
don vi ¢6 trach nhi€m tuyén truyén cong tac PCCC va thanh lap luc lugng PCCC
tai cho, kiém tra, d6n dbc viéc thuc hién noi quy PCCC tai co quan, don vi minh
va tham gia dién tap cac hoat dong PCCC khac do Pon vi quan 1y Toa nha yéu
cau, hudng dan.

9. Khi c6 su ¢d chay nd, Pon vi quan 1y Toa nha phai kip thoi thong bao trén
hé thong loa cong cong, hé théng chudng bao chay s& kéu, hé théng quat diéu ap
trong 2 cu thang b0 s¢€ tu dong bat.

10. Tt ca CBCCVC, ngudi lao dong dang 1am viéc trong Toa nha di chuyén
nhanh dén céc cau thang b dé thoat hiém, hé thdng thang may sé dimg & ting
gan nhat dé nguoi dang trong thang may thoat ra ngoai; CBCCVC trong danh
sach P61 PCCC cua co quan, don vi, cua Toa nha c6 mat tai cac vi tri da duogc
phéan cong dé 1am nhiém vu.

11. Pon vi quan ly Toa nha c6 trach nhi€ém

a) Lap ho so theo ddi, quan 1y vé PCCC chung cho Toa nha; tham muu cho
cap c6 tham quyén quyét dinh thanh lap luc luong chita chdy chuyén trach cho
To0a nha, phan cong nhiém vu cu thé cho cac to trong lyc lugng nay.

b) Mua sam va dinh ky kiém tra, bio dudng, bao tri cac phuong tién PCCC.
¢) Phdi hop v6i Phong Canh sat PCCC va CNCH, Cong an thanh phd trong viéc

- Xay dung phuong an chira chdy, ctru nan ctru hg cho Toa nha.
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- T6 chtrc hudn luyén nghiép vu vé cong tac PCCC, thuc tp phuong an chira
chdy, ctru nan ctru hd cho luc luong chira chay co s& va cac cong viéc khac cod
lién quan dén cong tac PCCC, ctru nan, ctru hd.

- Bé nghi Phong Canh sat PCCC va CNCH, C6ng an thanh phé cha tri phéi
hop véi Pon vi quan Iy Toa nha quy dinh va hudng din chi tiét cac cong viée co
lién quan dén PCCC, ciru hd, clru nan cta Toa nha.

Diéu 17. Cong tiac phong chdng va khic phuc hiu qua thién tai

Vin phong UBND thanh phd chu tri, phdi hop véi cac don vi lién quan tham
muu UBND thanh phd ban hanh Quy ché phong, chdng va khic phuc hau qua
thién ta1 tai Toa nha.

Piéu 18. Cong tic bao vé bi mat Nha nuéc tai Toa nha

Vin phong UBND thanh phé chu tri, phdi hop véi cac don vi lién quan tham
muu UBND thanh phé ban hanh Quy ché bao vé bi mat nha nudc tai Toa nha.

Piéu 19. Biao dam an ninh, trat tw

1. Pon vi quan ly Toa nha xay dung phuong 4n dam bdo an ninh, an toan
khuén vién Trung tdm Chinh tri - Hanh chinh va Trung tdm Hoi nghi - Biéu dién
thanh pho.

2. CBCCVC c6 trach nhiém bao quan cac tai san dugc trang bi, cip cho ca
nhan va céc tai san chung trong phong lam viéc.

3. Trudng hop mang tai san, trang thiét bi, hang héa vao/ra Toa nha phai bao
c40 ngudi co tham quyén, dong thdi dang ky véi Pon vi quan 1y Toa nha dé theo
doi, quan 1y theo quy dinh.

4. Khi phat hién c6 hién tuong kha nghi vé an ninh, trat tu tai khu vuc Toa nha
phai gilr nguyén hién truong va kip thot thong bao cho luc lugng bao vé Toa nha.

5. Truong hop xay ra vu viéc nghiém trong, luc lugng bao v¢ Toa nha phai
thong bao ngay cho Cong an phudong Thuy Nguyén, Cong an thanh phd dé giai
quyét vu viéc theo tham quyén.
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Chuong 111 . .
QUY DPINH VE SU DUNG TOA NHA

Piéu 20. Quy dinh vé sir dung phong lam viéc

1. Toan bo co so vat chat, trang thiét bi lién quan dén van hanh Toa nha do
Vin phong UBND thanh phd quan 1y, chiu trach nhiém vé bao tri, sira chira, cai
tao phuc vu nhu cau cong tac.

2. Cac co quan, don vi hoat dong trong Toa nha cé trach nhiém quan ly, bao
tri, stra chira cac thiét bi, may moc phuc vu cong tac hoat dong cia don vi minh,
khong duoc tu y thay doi, di doi, sira chita, cai tao, lép dat thém cac trang thiét bi.

3. Céc co quan, don vi lam viéc trong Toa nha tiép quan phong 1am viéc va
chiu trach nhiém quan ly, sir dung ding cong nang, dung muc dich; truong hop
cai tao, stra chita co anh huong dén thiét ké Toa nha thi phai c6 dé nghi bang van
ban va c6 ¥ kién dong ¥ ctia Uy ban nhan dan thanh phd.

Piéu 21. Sir dung dién, nwéc sinh hoat, diéu hoa, may méc thiét bj

1. Bon vi quan Iy Toa nha chiu trach nhi€ém quan 1y va t6 chirc van hanh toan
b0 h¢ thong dién, nudce, dicu hoa, may moc thict bi ctia Toa nha.

2. CBCCVC chép hanh nghiém céc quy dinh vé sir dung dién

a) Trudc khi ra vé phai kiém tra va ngat tat ca cac thiét bi dién, dén chiéu
sang dang hoat dong thudoc khu vuc lam viéc (nhu may tinh, may in, may
photocopy, diéu hoa nhiét do...). Néu phong c6 nhiéu ngudi 1am viéc thi nguoi
vé sau cung phai kiém tra va thuc hién cong viéc nay.

b) Khong dugc tu y sua chita, dau nbi, thay thé, lap dat thém céc thiét b
dién, khong dung day dién cam truc tiép vao 6 cam.

c) Khong duoc dé tai liéu, giéy to, vat dung dé chay gﬁn hoac dé¢ 1én cac hé
théng 6 cam, ddy dan dién... dé tranh gay chép, chay dién.

d) Khéng dugc md cac cira s6 phong 1am viée khi dang sir dung diéu hoa.

3. Khi ¢6 su ¢ dién, chap nd, mat dién phai ngét cau dao, Aptomat noi gﬁn
nhat va thong bao ngay cho Pon vi quan 1y Toa nha (b phan k¥ thuat) dé co ké
hoach stra chita, khic phuc. Khi dung nudc xong phai khéa voi nude (ké ca truong
hop khéng c6 nuéce). Pon vi quan 1y Toa nha ¢o trach nhiém thudng xuyén kiém
tra hé théng voi nudc tai cac khu vuc cong cong.

4. Thoi gian moé tit diéu hoa d6i voi ngay 1am viée (tir th Hai dén tht Sau
hang tudn): Md: 07 gio 00 phut; Tat: 18 gio 30 phit (trir phong 1am viée cta lanh
dao TU - HDND - UBND thanh phd). Céc trudng hop hop ngoai gior hodc dot
xuét, cac don vi lién quan chu dong bao lai cho bd phan 18 tan.
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5. St dung tai sdn, may moc thiét bi cua Toa nha (nha vé sinh, dén chiéu
sang, thang may, thang b0, 16i di, may moc thiét bi...) ding muc dich, tiét kiém,
dung quy dinh ctua Toa nha. Tuyét di khong vt cac dd khong thé tidu huy duoc
vao bon vé sinh, bon rira tay.

6. Khi can thiét phai sira chira, thiét ké lai noi that phong lam viéc, lap dat
trang thiét bi c6 lién quan dén két cAu cua Toa nha (tuong, san, trn, cira, cira so,
vach ngan...) thi phai duoc sy dong ¥ ctia Uy ban nhan dan thanh phd.

7. Khoa ctra, tat hé thong dén chiéu sang va cac thiét bi dién khong st dung
trudc khi ro1 khoi phong va khu vuc lam vige.

Piéu 22. Sir dung thang may

1. Khi str dung thang may CBCCVC phai chap hanh cac quy dinh sau:

- An niit ¢6 hinh miii tén 1én hodc hinh miii tén xuong dé goi thang 1én hodc
xuong, khong dugc an mdt luc ca 2 nat diéu khién 1én va xudng, khong dugc bam
va gift lién tuc hodc gd manh vao cac nut.

- Khi ¢6 chudng béo qua tai, sé ngudi ding trong thang may phai ra bét dé
bao dadm an toan cho thang hoat dong.

- Khi thang bi ket & trang thai khong dong/mé cura ty dong dugce, nguoi trong
thang phai binh tinh bam nut chudng ctru ho (Interphone), sau d6 goi loa ra ngoai
cho nhan vién k¥ thuat ctru ho dén xir Iy m& ctra, khong duge tu dong dung bat
clr mdt vat cimg nao dé cay ctra va dap ctra thang may.

2. Sau 18 gio 00 phit hang ngay, don vi quan 1y Toa nha s& han ché s6 thang
may hoat dong tai Toa nha.

3. Thang mdy van chuyén hang hoa chi dugc sir dung khi van chuyén hang
hoa, str dung xe day dé van chuyén hang hoa hodc di chuyén cac vat giita cac tang.

Piéu 23. Quan Iy, sir dung hé thong mang vién thong, cong nghé thong tin

S¢ Khoa hoc va Cong nghé chu tri, phdi hop véi Cong Thong tin dién tir
thanh phd truc thudc Van phong UBND thanh phd cung cac don vi lién quan tham
muu UBND thanh phé ban hanh Quy ché quan 1y, st dung, bao tri, nang cap ha
tang cong nghé thong tin, vién thong ctia cac Toa nha; chiu trach nhiém giam sat
viéc ddu ndi, cAu hinh hé théng mang truyén s6 liéu chuyén dung, mang vién
thong cong cong va két ndi giita cac co quan.

Diéu 24. Bao tri, sira chira trang thiét bi

1. Pon vi quéan ly Toa nha van hanh toan bd co s¢ vat chit, trang thiét bi ky
thuat; 1ap ké hoach bao tri, duy tu, bao dudng dinh ky, stra chita nhé va td churc
thuc hién theo quy dinh ciia Nha nudc dam bao an toan, tiét kiém, hiéu qua.

2. Dbi véi viec bao tri, duy tu, bao dudng, stra chira h¢ théng mang may tinh,
phan mém: Thuc hién theo Quy ché quan 1y, sir dung, bao tri, nang cap ha tang
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cong nghé thong tin, vién thong ctia Toa nha.

Piéu 25. Quan ly, van hanh va sir dung hé thong camera giam sat an
ninh tai cac toa nha

1. Hé théng camera duoc lép dat dé phuc vu yéu cdu vé an ninh an toan,
phong chdng chay nd; phong diéu hanh, quan sat hé thong camera: Gom cac may
chu dit tai phong diéu hanh két ndi v6i cac camera dé luu trir thong tin, dit lidu;
hé théng cac man hinh quan sat hién thj cac camera. Camera duoc lép dat tai cac
vi tri ¢b dinh bén trong va xung quanh cic toa nha, hoat dong ddc 1ap, thu nhan
va luu trit dir liéu lién tuc 24/24 gid cac ngay trong tuan, cap nhat thong tin chinh
xac theo thoi gian.

2. Pon vi quan 1y, van hanh hé théng camera quan sat b tri nhan vién tryc,
ghi s6 nhat ky theo ddi hoat dong, ban giao ddy du hang ngay cho ca truc tiép
theo, chu dong phéi hop xir Iy khi phat hién c6 su ¢b xay ra. Khi phat hién 15i thiét
bi hodc 16i phan mém hé thdng phai bao cho ngudi phu trach dé kiém tra, khic
phuc.

3. Cac don vi, ca nhan mudn xem, kiém tra, két ndi lay dir liéu hinh anh duoc
lwru trit trong hé thdng camera quan sat phai c6 dé nghi bang van ban, c6 xac nhan
cua thu truéng don vi va don vi quan 1y toa nha, dugc phé duyét cuia lanh dao Van
phong Uy ban nhan dan thanh phé.

4. Nghiém cAm cac hanh vi sau:

- D& 16 hodc cung cip tai khoan, mat khau truy cip hé thdng cho ngudi khac,
don vi khac khong ¢6 nhiém vu.

- Cho ngudi khong nhiém vu vao trung tdm diéu khién hé thdng camera quan
sat.

- Két ndi léy dit liéu, cai cdm trai phép cac thiét bi khac vao hé théng camera
quan sat.

- Can trd, ngan chan, truy cap trai phép hoac lam vo6 hi€u hoéa cic tinh nang
k¥ thuat, pha hoai, liy cép thiét bi sir dung cho hé théng camera quan sat.

- Thay ddi, ngan chan trai phép viéc truyén nhan, ghi hinh ciia hé théng
camera quan sat.

- X6a, thay doi, sao chép hoac tiét 10 trai phép dir li¢u hinh anh dugc luu triv
trén hé théng camera quan sat.
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Chuwong IV
QUY PINH NHIEM VU CU THE CUA CAC PON VI
TRONG CONG TAC QUAN LY VAN HANH

Piéu 26. Quy dinh nhiém vu

1. B6i vé6i don vi quan 1y, van hanh cac Toa nha

a) Dich vu quan ly, giam sat, diéu hanh cac bo phan k¥ thuat, bao vé, v¢ sinh,
con tring

- Chiu trach nhiém diéu hanh, quan 1y toan b cong viéc lién quan dén cong
tac quan Iy van hanh va cung cip dich vu cho Toa nha theo dung ndi quy, quy ché
ndi bo va theo dung cac yéu cau cia khach hang.

- X4y dung, cap nhat hé théng quy trinh quan 1y va tac nghiép, bd huéng dan
véan hanh céc hé thdng, dich vu trong Toa nha.

- Xay dung phuong an bd tri nhan sy bao vé, dao tao, hudng dan cac cong
viéc cu thé cho ting vi tri bao vé (khong bao gdm nhitng khu vuc trong yéu do
Cong an thanh phé dam trach).

- Xay dung phuong an bd tri nhan sy vé sinh, ddo tao, hudéng dan cac cong
viéc cu thé cho tung vi tri v¢ sinh.

- Xay dung phuong an xir 1y cac tinh huéng khan cap co thé xay ra cho cac
Tda nha, thuc hanh dién tap dinh ky.

- Kiém soat chat lugng cong viéc cua cac bo phan ky thuat, bao ve¢, v¢ sinh,
kiém soat chudt - con trang - mdi mot va cac dich vu phat sinh khac.

- Kiém tra, bao cdo vé cac hanh dong, su ¢, hong hoc thiét bi xay ra va
khuyén céo cac nguy co v6i don vi quan Iy

b) Dich vu quan 1y van hanh cac hé thong k¥ thuat cua Toa nha

- Truc van hanh céc hé théng k¥ thuét 24/7 (hé théng dién, hé théng PCCC,
hé thdng cip thoat nude, hé thdng thang may...).

- Van hanh cac hé thdng k¥ thuat theo ding hudng din ctia nha cung cap, lap
dat thiét bi.

- Xtr Iy khic phuc nhanh céc tinh hudng s ¢d, ctru hd trong tinh hudéng khan
cap (su ¢ vé thang may, su cd vé dién...).

- Quan ly nang luong tiéu thu: Thuc hién quy dinh lam viéc cua T0a nha
(thoi gian bat/tit hé thdng diéu hoa, dién chiéu sang tai cac khu vuc cong cong...).

- Quan ly, giam sat cac Nha thau thi cong lip dit thiét bi trong toa nha dé
dam bao khong anh hudng dén cac hé thong ky thuat va két cau ciia Toa nha.

- Kiém tra cac hé thong k¥ thuat hang ngay/hang tudn/hang thang dé phat
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hién cac van dé ciia hé thong k¥ thuat tir d6 1ap bao cdo dinh ky giri Chu dau tu
va ké hoach bao tri, bao dudng cac hé thong k¥ thuat.

- Stra chita nho tai cac khu vuc cong cong (thay thé béng den hong, voi
nudc...).

- Stra chira nho bén trong van phong lam viéc ddi véi cac thiét bi nhu 6 cim
dién, bong dén... dung theo nhu thiét ké ban dau ctia toa nha khi duoc ban giao
cho cac don vi sir dung (khong stra chita cac thiét bi, 6 dién, bong den lrflp dat thém
bén trong van phong, day duoc coi la dich vu ngoai pham vi cong viéc).

- Phéi hop v6i Trung tam Hoi nghi va Nha khach thanh phd Hai Phong va
cac s ban nganh khi c6 yéu cau.

¢) Dich vu dam bao an ninh, an toan tai sanh Toa nha, ham, khudn vién, hé
théng CCTV, cac khu vic cong cong

- Bam bao an ninh khu vuc phuy trach.
- Nam chic so do toa nha dé hudng din khach khi can thiét.

- Phat hién, nhic nho, xt 1y kip thoi cac ddi twong khong tuan tha ndi quy,
d6i tuong x4u tra tron theo khu vuc quan 1y dé co ¥ d6 trom cap, pha hoai, giy
nguy co chay nd.

- Quan 1y céc tai san mang ra/vao TOa nha phai c6 gidy phép theo quy dinh.

- Phéi hop véi bo phan k§ thuat thue hién dong ctra, tat dén cac phong 1am
viée khi khong con CBCCVC lam viéc.

- Thu/phat vé cho CBCCVC, cong dan khi tdi lam viéc, dam bao toan bd xe
trong bai xe phai duoc kiém soét bang vé xe hodc thé ti.

- Giai tan dam dong tu tap (phdi hop cung luc lugng Cong an).

- biéu tiét giao thong gid cao diém (phdi hop cung luc lugng Cong an).

- Pl}éi hop v6i Trung tdm Hoi nghi va Nha khach thanh ph Hai Phong khi
cO y€u cau.

d) V& cong tac PCCC

- Cur can bo tham gia do1 PCCC co sé.

- Kiém tra dinh ky cac thiét bj PCCC.

- Dién tap nodi bo cong tac PCCC.

e) Dich vu vé sinh lam sach thuong xuyén; dich vu kiém soat chudt, con
trung, mbi mot:

- V& sinh, lam sach cac khu vuc cong cong (Sanh, hanh lang, tang ham, nha
v¢€ sinh, ngoai canh, san vuon xung quanh cac Toa nha,...).

- Bam béo cong tac kiém soat chudt, con trung, mo1 mot.
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2. Béi voi cac So, ban, nganh thanh phd c6 tru sé tai Toa nha va cac don vi
khac co lién quan

a) Dich vu quan 1y van hanh cac hé théng ki thuat ctia Toa nha

- Chu dong sip xép, bb tri phong hop khi ¢6 cac cude hop ctia don vi minh.

- Khi lép dat thém cac thiét bi, 6 dién, bong den... bén trong van phong thi
phai c6 sy tu van, theo ddi nha thau thi cong cua to k¥ thuat.

- Stra chita céc thiét bi, 6 dién, bong den.. .lép dat thém ngoai thiét ké ban
dau ctia TOa nha (hoic thué t6 k¥ thuat sira chita).

- Quan 1y va chiju trach nhiém vé cong tac PCCC trong qua trinh sir dung cac
thiét bi duoc lap dit thém.

b) Dich vu ddm bao an ninh, an toan: Tai khu virc cc tang c6 1anh dao thanh
phé va cac khu vuc trong yéu khac: Do Cong an thanh phd bd tri luc lugng 1am
nhiém vu.

¢) Vé ¢ong tac PCCC: Thanh lap doi PCCC co so tai cac Toa nha

d) Dich vu vé sinh 1am sach thudng xuyén: Cac S&, ban, nganh thanh phd co
tru sé tai Toa nha c6 trach nhiém dam bao vé sinh, lam sach cac khu vuc bén trong
phong lam viéc cua céac lanh dao, chuyén vién, phong hop, hoi truong.

e) Dich vu chim soc cdy xanh canh quan; dién chiéu sang quang truong,
Khuon vién; thu gom rac thai, vé sinh moi truong:

Céc don vi dugc giao nhiém vu cham séc cay xanh; dién chiéu sang; thu gom
rac thai, v€ sinh mdi truong chiu trach nhiém quan ly, van hanh.
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) Chuong V
TO CHUC THUC HIEN

Piéu 27. Khen thuéng, xir Iy vi pham

1. Cac co quan, don vi, CBCCVC chép hanh tt quy dinh tai Quy ché nay s&
duogc biéu duong, khen thudng theo quy dinh ctia phap luat.

2. Moi truong hop vi pham tuy theo mure do s€ bi xtr Iy theo phép luat; truong
hop gay mat mat, hu hong tai san cia Nha nudc sé phai bdi thuong theo quy dinh
hién hanh.

Piéu 28. Trach nhiém thi hanh

1. Thu trudng cac co quan, don vi, CBCCVC, nguoi lao dong 1am vi¢e tai
Toa nha va cac don vi, c4 nhan 1am viéc trong Toa nha t6 chic trién khai thuc
hién nghiém tac Quy ché nay.

2. Pon vi quan ly Toa nha chiu trach nhi¢m

- Soan thao va phéi hop véi cac co quan, don vi lién quan hoan chinh cac ndi
dung chi tiét theo timg cong viéc cu thé ctia Quy ché nay, trinh Van phong UBND
thanh phd phé duyét ban hanh.

- Thyc hién ché d6 bao cdo dinh ky, béo cao dot xuat voi Van phong UBND
thanh ph6 vé tinh hinh thuc hién nhiém vy ctia don vi tai Toa nha, cac tinh hudng
khan cap, ngoai tim kiém soat dé c6 hudng xu 1y kip thoi.

Trong qua trinh t6 chirc thyc hién Quy ché nay, néu c6 van dé can sira doi,
bo sung, dé nghi cac co quan, don vi, ca nhan c6 van ban g Van phong Uy ban
nhan dan thanh phd dé tong hop, bao cdo Chu tich Uy ban nhan dan thanh phd
thanh phd xem xét, quyét dinh./.
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