CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

NQI QUY CO QUAN o
N PHUONG NINH SON, THANH PHO TAY NINH

NHUNG QUY PINH CHUNG

Pé chan chinh va ting cudng ky cwong, ky luat hanh chinh, nang cao y thtc
trach nhi¢m trong hoat dong cong vu cua can by, cong chirc, ngudi hoat dong
khéng chuyén trdch. UBND phuong Ninh Son ban hanh ndi quy lam viéc cta co
quan ap dung dbi v6i can bd, cong chirc va nhitng ngudi hoat dong khong chuyén
trach phuong (goi chung 1a can bg, cong churc) thugc UBND phuong Ninh Son,
thanh ph6 Tay Ninh, cu thé nhu sau:

Piéu 1. Mdi can bd, cong chic trong co quan phai dam bao lam viéc theo
ché d0 moi tuan 1€ 40 gio theo quy dinh cua Nha nuéec.

- Sang tir 07gio 00 phut dén 11gid 30 phat.
- Chiéu tir 13gid 30 phut dén 17gid 00 phat.

- Thuc hién chao co dau tuan vao sang tht 2 hang tuan lac 6 gio 55 phut.
Trang phuc nam 4o so mi tring, that ca vac, nit complé hodc 4o dai truyén thong.
Riéng nganh lyc lugng vii trang méc trang phuc ctia nganh (néu can bo, cong
chirc, nguoi hoat dong khong chuyén trach ving chao cd 3 1an/nim ma khong co
Iy‘do s& khong xét thi dua, giao cho T6 kiém ta cong vu phuong diém danh hang
tuan).

Piéu 2. Tat ca can bd, cong chirc khi dén co quan lam viéc phai an mic gon
gang, lich su theo quy dinh.

- Nam mac 4o so mi, bé 4o vao quan, di giay hoac dép c6 quay hau.

- Nt mac complé hodac 40 so mi quan tay, di giay hodc dép c6 quay hau,
deo thé can bo, cong chirc.

Piéu 3. Phai co bang tén, an can lich sy khi giao tiép, thue hién tdt Quy tac
g x{r cia can bo, cong chirc trong co quan; néu trong nim dé nguodi dan phan
anh 03 1an tré 1én (c6 co s&) xem nhu khong hoan thanh nhiém vu. TAt ca can bd
cong chirc, thudng xuyén Pang nhap dia chi eoffice; néu can b cong chuc dé
UBND phuodng nhic nhé 03 1an ha thi dua, 1an thi 05 khong xét thi dua cudi nam.



Piéu 4. Trong gid 1am viéc can bd, cong chirc phai ngdi dung vi tri cua
minh (trr trudng hop ¢6 li€n hé cong tac gilta cac bd phan va di cong tac); phong
lam viéc phai c6 bang tén phong, ban lam vi¢c phai c6 bang tén chirc danh; deo
thé cong chtrc khi lam viéce, khong hut thudc trong tru s& co quan, khong udng
rugu, bia trong ngay lam viéc; khong tiép ngudi say ruou, bia khi dén co quan.

Piéu 5. Can bo, cong chic nghi lam viéc 01 ngay phai lam don xin phép.
Khi di céng tac phai bao cao véi Thu trudng co quan, thuc hién ghi S6 di cong
tac dé theo ddi va bao cdo két qua thuc hién nhiém vu cho Lénh dao UBND
phuong phu trach. Thyc hién nghiém ché do hoi hop, Vang phai dugc sy dong y
ctia chu tri cudc hop, néu di tré qua 10 phit thi xem nhu vang khong c6 1y do va
dua vao co s danh gia mtrc do hoan thanh nhiém vy cudi nam.

- Péi voi cong chirc hang tuan xay dyng lich cOng tac gui vé vin phong
UBND phuong vao chiéu thir 6 hoic sang tht 2 dau tuan.

- Péi véi Chu tich MTTQ phuong va truong cac doan thé hang tuan xay
dung lich cong tac gui vé Vin phong Pang uy vao chiéu thr 6 hodc sang thu 2
dau tuan.

Piéu 6. Can bo, cong chirc khi dwgc phan cong tryc hodc khi ra vé sau cung
thi phai kiém tra, tat cac thiét bj dién, khoa ctra can than trudc khi ra vé.

Piéu 7. Tit ca can bd, cong chirc phai c6 trach nhiém bao quan, giit gin tai
san chung cua co quan. Can bo, cong chtrc 1am mat mac, hu hong thi phai bdi
thuong, stra chita. Pam bdo co quan an toan, tich cyc phong chdy, chita chay,
khéng mang vt lidu d& chay nd vao co quan. Giit gin vé sinh co quan xanh, sach,
dep theo qui dinh.

Piéu 8. Mbi can bo, cong chirc phai tuyét ddi gilt gin bi mét qudc gia, bi
mat co quan; khong tu ¥ lay tai liéu co quan cho ngudi ngoai co quan, khong co
lién quan muon khi chua duoc su dong y cia tha trudong don vi. Moi can b, cong
churc phai chiu trdch nhiém vé viéc bao quan tai liéu cia linh vuc minh phu trach.

Piéu 9. Can b, céng chirc vi pham nodi quy nay thi tiy theo mtc do s& bi
xu 1y theo quy dinh.

- B4i voi can bo, cong chirc bi Poan kiém tra cong vu cdp trén 1ap bién ban
khong dugc xét thi dua khen thudng cudi nam.

- B6i v6i can bo, cong chire bi to kiém tra cong vu phuong 1ap bién ban 02
lan/nam khong duoc xét thi dua, khen thudng cu6i nam.

Piéu 10. TAt ca can bd, cong chuc khong td chirc nhém choi hui, cho vay,
muon ti€n trong co quan vo1 moi hinh thirc, néu sai pham s€ bi xtr 1y dung theo
quy dinh.



- Yéu cﬁ}u tat ca can bo, cong chirc va nhan vién hop dong phuong Ninh Son
chap hanh t6t ndi quy lam viéc cua UBND phuong Ninh Son, thanh phd Tay
Ninh./.



