SO Y TE QUANG TRI CONG HOA XA HQI CHU NGHIA VIET NAM

CHI CUC AN TOAN Doc 14p — Tu do — Hanh phic
THUC PHAM
S: 501 /QD-CCATTP Quang Tri, ngay 25 thang & nam 2026
QUYET PINH

Ban hanh Ndi quy co quan Chi cuc An toan thwe pham Quang Tri

CHI CUC TRUONG CHI CUC AN TOAN THUC PHAM

Can civ Ludt Cdn b, cong chirc s6 80/2025/QH15 ngay 24/6/2025;

Can cir Ludt Tiét kiém, chong lang phi sé 110/2025/QH15 ngay 10/12/2025;

Can cir Ludt Bdo vé bi mdt nha nwée s6 11 7/2025/QH15 ngay 10/12/2025;

Can civ Ludt Phong chdy, chita chdy va ciru nan, civu hé s6 55/2024/QH15 ngay
29/11/2024;

Can cir Quyét dinh so 129/2007/0P-TTg ngay 02/8/2007 ciia Thii tuéng Chinh
phii ban hanh Quy ché van héa céng s tai cdc co quan hanh chinh nha nwéce;

Can cir Quyét dinh s6 281/0P-UBND ngay 01/7/2025 ciia UBND tinh Qudng Tri
vé viéc thanh ldp Chi cuc An toan thwe pham thudc S6 Y té tinh Qudng Tri;

Can cit Quyét dinh s6 31/2025/0D-UBND ngay 09/10/2025 cua UBND tinh
Quang Tri ban hanh Quy dinh chirc nang, nhiém vu, quyén han va co cdu to chire ciia
Chi cuc An toan thuc pham thudc S6 Y té tinh Quang Tri;

Can cir Cong van so 1816/UBND-NC ngay 09/4/2026 ciia UBND tinh Qudng Tri
vé viéc giit vitng ky ludt, ky cuwong hanh chinh va ndng cao hiéu qua thye hién cong vu;
Théng bdo sé 54/TB-UBND ngay 06/7/2026 ciia UBND tinh Qudng Tri quy dinh vé
khung gio lam viéc hanh chinh trén dia ban tinh Quang Tri;

Can cir Cong vin s6 4635/SYT-VP ngay 31/7/2026 ciia S¢' Y té vé viéc thiee hién
Thong bao cua UBND tinh quy dinh vé khung gio lam viéc hanh chinh trén dia ban tinh
Qudng Tri; Ké hoach s6 4816/KH-SYT ngay 07/8/2026 cua So Y té vé viéc trién khai
thue hién cac quy dinh ve ky ludt, ky cwong hanh chinh va van hoa cong so nganh Y
nam 2026; Théng bdo s6 4752/TB-SYT ngay 05/8/2026 ciia S Y té vé viéc tiép tuc thuc
hién tiét kiém dién tai Co quan So'Y té;

Theo dé nghi ciia Phong Téng hop Chi cuc.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Noi quy co quan Chi cuc An toan
thuc pham Quang Tri.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh.

Piéu 3. Phong Tong hop, Phong Nghiép vu, toan thé cong chire, vién chire, nguoi
lao dong thudc Chi cuc An toan thyc pham Quang Tri, cac td chirc va ca nhan co lién
quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: CHI CUC TRUONG
- Nhu Djéu §; i
-S6'Y te (de b/c);

- Lanh dgl,o Chi cuc;

- Niém yeét tai Chi cuc;
- Website Chi cuc;

- Luu: VT, TH. (my

Lé Minh Tién
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SO'Y TE QUANG TRI CONG HOA XA HQI CHU NGHIA VIET NAM
CHI CUC AN TOAN Poc 1ap — Tuw do — Hanh phuc
THUC PHAM
NOI QUY

CO QUAN CHI CUC AN TOAN THUC PHAM
(Ban hanh kem theo Quyét dinh so /OD-CCATTP ngay ~ / /2026
cua Chi cuc An toan thuc pham)

Chuong I
QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

Noi quy nay quy dinh Vé thoi gian 1am viéc; trach nhiém, ky luat, ky cuong hanh
chinh; vin héa cong so, giao tiép, tng xur; sir dung tru so, tai san, phuong tién; an ninh,
trat tu, phong chay chira chdy; an toan thong tin; trach nhiém cua t6 chirc, ca nhan dén
1am viéc, lién hé cong tac; to chic thyuc hién, khen thudng va xtr Iy vi pham tai Chi cuc
An toan thyc pham thudc S Y t€ tinh Quang Tri (sau day goi tat 1a Chi cuc).

Piéu 2. P6i twong ap dung

1. Cong chure, vién chirc, nguoi lao dong dang cong tac, lam viéc tai Chi cuc (sau
day goi chung la CCVC, NLD).

2. Nguoi dugc biét phai, diéu dong, tdng cuong, cu dén cong tac; nguoi dén thuc
tap, nghién ctru, tap sy, tham gia cadc chuong trinh, dé an, du an tai Chi cuc trong thoi
gian lam vi¢c, thuc tip, nghién ctru tai Chi cyc.

3. T6 chtic, ca nhan dén try sé Chi cuc dé giai quyét thu tuc hanh chinh, lién hé
cong tac, lam viéc, tham, hoc tap, khéo sat.

4. NO1 quy nay duoc ap dung tai tru s& Chi cuc dat tai Tﬁng 4, tda nha SO Y té
tinh Quang Tri va tai cac dia diém khac khi CCVC, NLD thyc hi¢n nhi€ém vu nhan danh
Chi cuc.

Piéu 3. Nguyén tic thuc hién

1. Tuan thi Hién phap, phép luat; dé cao trach nhiém néu guong ctia nguoi ding
dau, cap pho nguoi dang dau va cong chuc lanh dao, quan 1y.

2. LAy nguoi dan, doanh nghiép 1am trung tdm; cong khai, minh bach, dung tham
quyén, dung quy trinh, dung thot han.

3. Bao dam ky luat, ky cuwong hanh chinh gin véi van héa cong vu, vin hoa cong
sO; ton trong dong nghi¢p, hop tac, chia sé thong tin phuc vu cong viéc.

4. Stur dung tru sd, tai san, dién, nudc, phuong tién tiét kiém, hiéu qua; ton trong
quy dinh quan ly tda nha cua S Y té khi st dung khong gian, thang may, h¢ thong ky
thuat dung chung.

5. Moi hanh vi vi pham N6i quy ndy, tiy tinh chat, mtc do, bi xem xét, xir Iy
theo quy dinh cta phdp ludt va cua co quan c6 tham quyén.
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. . _Chuong 11 .
THOI GIAN LAM VIEC VA CHAP HANH KY LUAT LAO PONG

Piéu 4. Thoi gian 1am viéc hanh chinh

1. CCVC, NLD lam viéc 08 gio/ngdy, 05 ngay/tuan, tir thir Hai dén thir Sau (trir
ngay nghi hang tuan, ngay le, Tét va ngay nghi khac theo quy dinh cta phap luat).

a) Budi sang: tir 07 gio 30 phat dén 11 gio 30 phut.

b) Bubi chiéu: tir 13 gior 30 phat dén 17 gio 30 phat.

2. Thoi gian lam viée néu tai khoan 1 Piéu nay thuc hién theo Thong bao sb
54/TB-UBND ngay 06/7/2026 cua Uy ban nhan dan tinh Quang Tri.

3. Truong hop yéu cau nhiém vu (kiém tra, 14y mau, xir 1y su cb an toan thyc
pham, tryc, hop, tiép cong dan, doan cong tac Vé:i nhiém vu dot xuat khac), Chi cuc
trudng quyet dinh diéu chinh thoi gian lam viée, bo tri lam thém gid, 1am viéc vao ngay
nghi theo quy dinh ctua phap lut vé can bg, cong chirc, vién chirc va lao dong.

4. CCVC, NLD di cong tac ngoai tru s6 van phai bao dam tién do, chit luong
nhi¢m vu dugc giao; thoi gian di, ve, dia diém cong tac phai bdo céo, dang ky theo quy
dinh cua Chi cuc.

Piéu 5. Chap hanh thoi gian 1am viéc

1. Chip hanh dung ché d6 lam viéc, thoi gian 1am viée; st dung ¢ hiu qua thoi
gian lam vi¢c; khong lam vi€e riéng, khong st dung thoi gio lam viéc hanh chinh vao
viéc khong phuc vu nhiém vu dugc giao.

2. Phong Tong hop (B6 phan TCHC) theo di, don dbc, kiém tra viéc chap hanh
quy dinh thoi gian lam vi¢e ctia CCVC,NLD Chi cuc; tong hop, bdo cdo Chi cuc trudng
khi ¢6 vi pham hodc khi dugc yéu cau.

3. Viéc rangoai trong gio lam vi¢e (trir di cong tac, hop, 1am viéc theo phan cong)
phai xin phép Chi cuc trudng va dang ky tai B phan TCHC.

4. CCVC, NLD dén mudn, vé som, ving mat khong 1y do chinh déng phai giai
trinh; tuy tinh chat, muc d9, bi xem xét, xu ly theo quy dinh.

5. Viéc theo ddi thoi gian 1am viéc thyc hién bang hinh thire phu hop véi dicu
kién cua Chi cuc (so/file theo doi, bang cham cong hodc hinh thirc khiac do Chi cuc
truong quyet dinh).

Diéu 6. Nghi phép, di cong tac, triee co quan

1. Nghi phép niam, nghi viéc riéng, nghi khong hudng lwong, nghi ché d6 thuc
hién theo quy dinh cua phép luat; viéc dé nghi nghi thyc hién nhu sau:

a) Nghi tir 01 ngay lam viéc trd 1én: phai c6 Gidy nghi phép/ Pon nghi phép (theo
mau ctia Chi cuc), giri Phong Toéng hop (B6 phan TCHC) xem xét, xac nhan, trinh Chi
cuc truong phé duyét trude khi nghi; chi duoc nghi sau khi Gidy nghi phép da dugc Chi
cuc trudng phé duyét.

b) Nghi 01 budi (sang hodc chiéu): phai duoc sy dong ¥ truc tiép ciia Chi cuc
truong (truong hop Chi cuc trudng ving mat, do cip phé duoc ty quyén xem xét, dong
¥), dong thoi bao qua Phong Tong hop (B6 phan TCHC) dé theo ddi, tong hop.
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¢) Trudong hop bat kha khang (6m dau dot xudt, viéc gia dinh cip bach va cac
truong hop bat kha khang khéac) khong thé dé nghi trude, phai bao cao ngay bang hinh
thire phu hop (truc tiép, dién thoai hoic qua Zalo) cho Chi cuc truéng va Phong Tong
hop (B6 phan TCHC) ngay khi c6 thé; hoan thién Gidy nghi phép va gidy to lién quan
(néu c6) cham nhat trong ngay 1am viéc dau tién tré lai co quan.

d) Phong Téng hop (B6 phan TCHC) c6 trach nhiém tiép nhan, xac nhan, téng
hop Gidy nghi phép, trinh Chi cuc truéng phé duyét kip thoi; mé sd/file theo ddi ngay
nghi, s6 ngay phép con lai ciia timg CCVC, NLD; béo céo Chi cuc trudng cic truong
hop nghi khong phép hodc nghi vuot qua sb ngay theo quy dinh.

d) CCVC, NLD chi dugc nghi khi Gidy nghi phép di duoc Chi cuc truéng phé
duyét (d6i voi nghi tir 01 ngay tré 16n) hodc di duoc Chi cuc trudng dong v (d6i véi
nghi 01 budi); trudng hop tu ¥ nghi khi chwa dugce phé duyét, chua duge dong ¥ hodc
khong thudc truong hop bt kha khang quy dinh tai diém ¢ khoan nay, bi xem xét, xir 1y
theo Piéu 26 Noi quy nay.

2. Pi cong tac phai c6 Ké hoach, Quyét dinh, Gidy mdi hodc van ban phan cong;
hoan thanh nhiém vu, béo cdo két qua; thanh toan cong tac phi theo quy dinh.

3. Chi cuc b6 tri ngudi truc co quan, truc dién thoai, truc xur 1y tinh huéng an toan
thue pham theo yéu cdu nhiém vu. Nguoi duogc phin cong truc phai dé ché do dién thoai
lién lac duoc.

4. Lam thém gio chi thue hién khi c6 yéu cau ctia ngudi c6 thim quyén, bao dam
ding quy dinh vé thoi gio lam vige, thoi gio nghi ngoi.

] . Chuwong 111 ] .
TRACH NHIEM CUA CONG CHUC, VIEN CHUC, NGUOI LAO bONG

Diéu 7. Trach nhiém chung trong thuc thi cong vu

1. Chap hanh nghiém chu truong, dudng 16i ctia Pang, chinh sach, phap luat ctia
Nha nudc; ndi quy, quy ché ciia Chi cuc va cac quy dinh c6 lién quan ciia SO Y té.

2. Nghiém tac thyc hi¢n cong viéc, nhiém vy dugc giao, khong dé qué han, bd
sot nhiém vu dugc phan cong; khong dun day trach nhi€ém, khong né tranh cong viéc.
Thyc hién ding chuc trach, nhi¢m vy, quyén han theo vi tri viéc lam.

3. Trong thyc thi nhiém vy, céng vu phai ding thim quyén, ding trinh ty, tha
tuc; tuan thu ky cuong va trat tu hanh chinh. CCVC, NLD chiu trach nhiém trudc Chi
cuc trudng vé két qua cong viée dugce giao.

4. C6 trach nhiém hudng dan, cong khai quy trinh, thi tuc va thoi han giai quyét
cong viée da duoc cap c6 tham quyén phé duyét; khong giy kho khin, phién ha cho
nguoi dan, doanh nghiép.

5. Phoi hop chit ché giita cac phong, v6i cac co quan, don vi lién quan; cung cip
thong tin day du, kip thoi phuc vu chi dao, diéu hanh.

6. Tham gia dﬁy du cac cudc hop, tap huén, hoi nghi do Chi cuc tri¢u tap, trir
truong hop duoc Chi cuc truong dong ¥ cho vang.
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Piéu 8. Nhirng viéc khong dwoe lam
CCVC, NLD khong duwgc:

1. Lot dung chirc nang, nhiém vy, quyén han ciia minh de gay sach nhiéu, phién
ha, truc loi, kéo dai thoi gian giai quyét cong viéc; giai quyét khong ding quy dinh,
khong cong bang, khong khach quan khi xir 1y, giai quyét cong viée lién quan dén nguoi
dan va doanh nghiép.

2. Co biéu hién cira quyén, hach dich, nhiing nhiéu trong giai quyét cong viéc;
phan biét do1 xur vi ly do thanh phan, gidi tinh, ton gido, hoan canh hodac bat ky 1y do
nao khéc trai phap luét.

3. Nhan cac lgi ich vat chét hodc loi ich khac duéi moi hinh thic ¢ lam hodc
khong lam mot vi¢c thudc trach nhi¢m; vi pham quy dinh vé kiém soat xung dot 1oi ich,
phong, chong tham nhiing, ti€u cuc.

4. Tiét 19 bi mat nha nudc, bi mat «cong tac, thong tin ca nhén, dir liéu kiém tra,
xtt 1y vi pham khi chua duoc ngudi ¢6 thAm quyén cho phép.

5. Sir dung thoi gio 1am viéc, tai san, phuong tién, con ddu, biéu mau, danh nghia
Chi cuc vao muc dich ca nhan.

6. Panh bac, mé tin di doan, str dung ma tay va céc chit bj cAm khac trong khuon
vién co quan va khi thi hanh cong vu.

7. Pang tai, chia sé trén mang xa hoi, phuong tién thong tin cac thong tin, hinh
anh, y kién lam anh hudéng dén uy tin cia co quan, nganh Y t€, hodc tiét 1o thong tin
cong vu khi chua dugc phép.

8. Tu y phat ngdn, cung cap thong tin cho bao chi, truyén thong nhan danh Chi
cuc khi chua dugc Chi cuc truong phan cong hodc ty quyén.

Pi¢u 9. Bio vé bi mit nha nwée va biao mit thong tin

1. Thuc hién nghiém tic cac quy dinh cta phap luat vé bao vé bi mat nha nude.
Co tinh than canh giac, phong gian, bdo mat.

2. Khoéng tiét 16 va cung cap tai liéu cho nguoi khac khi chwa duge phép ciia Chi
cuc truong hodc nguoi duge Chi cuc trudng uy quyén. Khong sao chép, mang tai ligu,
dir 1i€u ra khoi co quan khi chua dugc phép.

3. Tai liéu mat, hd so kiém tra, xir phat phai duoc quan 1y, luu giit ding ché do;
hét gio lam viéc phai cat vao tu, khoa; khong dé trén ban, khong chup anh, khong g
qua mang Internet khong bao dam an toan.

4. Khi théi viée, chuyén cong tac, nghi huu, CCVC, NLD phai ban giao ddy du
ho so, tai ligu, tai san, tai khoan cong vu theo bién ban.

5 ] . Chuwong 1V o .
VAN HOA CONG SO, TRANG PHUC, GIAO TIEP UNG XU

Piéu 10. Trang phuc va thé cong chirc, vién chirc

1. Trong gio lam viéc, khi tiép cong dan, du hop, hdi nghi, di cong tac, CCVC,
NLD phai méc trang phuc gon gang, lich sw, phu hop v6i moéi truong cong s6 va tinh
chat cong viéc; khong mac trang phuc phan cam, khong phu hgp thuan phong my tuc.
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2. Phai deo thé cong chuc, vién chic do Chi cuc cp trong gid 1am viée va khi
thuc thi cong vy, trir truong hop cong viée khong cho phép vi 1y do an toan hodc bao
mat.

Piéu 11. Giao tiép, wng xir

, 1. Trong giao tiép, tmg xtr phai hoa nhi, vin minh, lich su. Thyc hién viéc giao
tiép, mg xur voi dong nghiép, voi khach, voi cong dan dén lam viéc dung quy dinh veé
dao duc cong vu va van hoa cong so. Lang nghe, giai thich rd, hudng dan day du.

2. Trong gio lam vi€c phai giwr trat tu; khong qua lai phong khac khi khong co
nhu cau trao d6i, phdi hop giai quyét cong viéc va khong tu tap, noi chuyén gy on ao

trong co quan. Viéc sang phong khac dé phdi hop cong viéc phai bao dam ngin gon,
ding viéc.

3. Khong xtac pham danh dy, nhan phim dong nghiép, ngudi dan, doanh nghiép.

4. Khi tiép xtc v6i ddi tuong kiém tra, xir 1y vi pham phai cong minh, khach
quan, khong hu doa, khong goi y dua, nhan lgi ich trai phap luat.

Piéu 12. Vin héa hdi hop; phong, chdng tac hai ciia thube 14, ruou, bia

‘ 1 Thuc hjén Qﬁng quy dinh trong van hoa h(f)iq h(,)p:’tham du diang gid, dung thanh
phan; tat hodc dé ché do im lang dién thoai; phat biéu ngan gon, ding ndi dung.

2. Khong hat thude 14, thude 14 dién tir, san pham thudc 14 thé hé méi trong phong
lam viéc, phong hop, héi truong, hanh lang, thang may, nha v¢ sinh va noi c6 nguy co
chdy, nd theo quy dinh cua phép luat va cta tdoa nha So' Y te.

3. Nghiém cAm viéc sir dung rugu, bia, dd uéng co codn trong gio lam vi¢e, gio
nghi trua ctia ngay 1am viéc va khi dang thi hanh céng vu. CCVC, NLD ¢6 ndng d6 codn
trong hoi thd hoac mau khi lam viéc, khi diéu khién phuong tién cua co quan bi xem
xét, xur 1y theo quy dinh.

4. Khong td chirc lién hoan, dn uéng mang tinh chit ruou, bia tai tru s co quan
trong ngay lam viéc, tru viéc ti€p khach cong vu dugc Chi cuc truong dong v va khong
su dung ruou, bia.

q _Chuong v
SU DUNG TRU SO, TAI SAN VA PHUONG TIEN

Piéu 13. Tru sé 1am viéc va khong gian dung chung

1. Tru so lam viéc ciia Chi cuc dit tai Tang 4, toa nha So Y té tinh Quang Tri.
Chi cuc sir dung chung thang may, hé thong dién, hé thong cap thoat nudc, hé thong
phong chay chira chay, sanh, nha v¢ sinh, khuon vién va mot s6 ha tang k¥ thuat khac
v6i S¢'Y té trong toa nha.

2. CCVC, NLD va khach dén lam viéc phai chap hanh Noi quy nay, dong thoi
chap hanh quy dinh quan 1y toa nha, ndi quy, huéng dan ciia S¢ Y té va luc lugng bao
v¢ toa nha.

3. Khong tu y cai tao, duc pha két ciu, thay d6i cong ning phong, 1ap dat thiét bi
anh huong dén hé thong ky thudt dung chung khi chua dugc Chi cuc truong dong y va
chua co y kién chap thuan cta SO Y té.
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4. Khong chiém dung hanh lang, sanh, cau thang, 16i thoat nan lam noi dé tai san,
hop, tiép khach. Tai san, hd so, mau vat phai dé trong phong, diing noi quy dinh.

5. Vige st dung phong hop cua Chi cuc phai dang ky trude, sir dung ding muc
dich, tra lai nguyén trang, tat thiét bi sau khi sur dung.

Pié¢u 14. Sir dung thang may, hanh lang, 16i thoat hiém
1. Thang may la cong trinh dung chung. Khi st dung phai:
a) Pi ding tai trong, khong chén ctra, khong tu ¥ thao tac tu diéu khién;

b) Khong van chuyén hang hoa cong kénh, miu vt c6 mui, hoa chat, chit d&
chay, n6 bang thang may khi chua duoc phép;

¢) Khong hut thude, khong virt rac, khong gy mat trat ty trong cabin;

N d) Khi 6 su ¢b, nhan ndt bao, giir binh tinh, khong tim cach thoat ra trai huong
dan; bao ngay bao v¢ toa nha va Chi cuc truong (qua Phong Tong hop).

2. Tang cudng tiét kiém dién khi di chuyén noi bo:
a) CCVC, NLD han ché sir dung thang may khi khong can thiét; vu tién di cau
thang bo dé gop phan tiét ki¢ém dién va nang cao suc khoe;

b) Viéc st dung thang may khi di chuyén ndi bo duge thuc hién trong cac trudng
hop: van chuyén hd so, tai liéu, mau vat, trang thiét bi c6 khéi luong 16n; nguoi co khé
khin vé sire khoe, di lai; tiép khach hodc trudng hop khac ¢6 1y do chinh déng.

, 3. Hanh lang, cau thang bo, 16i thoat nan phai thong thoang 24/24 gid; nghiém
cam khoa, chén, bit 101 thoat hi€ém.

‘ 4. Khach dén Chi cuc sir dung thang may dén ding Tang 4, khong tu ¥ di lai cac
tang khac cua toa nha khi khong c6 viéc.

Piéu 15. Sir dung dién, nwéc; tiét kiém dién; phong chay chira chay
1. Chi cyc dang st dung hé théng dién chung cta toa nha S¢' Y té. CCVC, NLD:

, a) St dung dién, pu?érc an toan, tiét kiém, hiéu qua, gidm chi phi van hanh chung‘;
chap hanh Thong bao s6 4752/TB-SYT ngay 05/8/2026 cua S¢' Y t€ tinh Quang Tri ve
viéc ti€p tuc thyc hién tiét kiém dién tai Co quan SO Y t¢;

b) Khong ty y ddu ndi thém phu tai, kéo day dién, dung 6 cam, thiét bj khong bao
dam an toan;

¢) Khong ngat aptomat tong, aptomat ting hodc thiét bi dién dung chung 1am anh
huong dén So'Y t€ va Chi cuc;

2. Tit céc thiét bj dién khi khong sir dung:

a) Tit toan bo dén, quat, diéu hoa, may tinh, may in, may photocopy va cac thiét
bi tiéu thu di¢n khac khi ra khéi phong hodc khi khong c6 nhu cau st dung;

b) Ngit cau dao dién (aptomat) ctia phong lam viéc trude khi két thuc budi 1am
viéc va khi khong con nguodi trong phong; khong ngat nguon dién dung chung cua toa
nha.

3. St dung hé théng diéu hoa nhiét d6 hop 1y:
a) Chi bat diéu hoa khi thoi tiét that sy can thiét;



b) Cai dit nhiét d6 tir 28°C trd 1én, két hop sir dung quat dé ting hiéu qua lam
mat;

¢) Ludn dong kin cira khi mo diéu hoa dé tranh that thoat nhiét;

d) Thuc hién tit diéu hoa trude khi két thic gio lam viée tir 15 dén 30 phut.

4. Tan dung anh sang, thong gid ty nhién va toi vu céng suat, muc dich sir dung:

a) Triét dé tan dung nguén anh sang mat troi va thong gio tu nhién tai Tﬁng 4; chi
bat den chiéu sang tai cac vi tri thuc sy can thiét;

b) Han ché sir dung cac thiét bi dién c6 cong suit 16n vao gid cao diém;

¢) Khong sir dung céc thiét bi dién ca nhan khong phuc vu cong viéc chuyén mon
trong co quan.

5. Thuc hién nghiém quy dinh cta Luat Phong chdy, chita chay va ctru nan, ctru
ho va phuong an PCCC cua tda nha:

a) Khong dé vat dé no, qhét (1@ chay, hoa chét’khéng rd ngudn goc trong phong
lam viéc va kho tai liéu; hoa chat, mau xét nghiém (n€u c6) phai luu gilr ding quy dinh;

b) Khong sir dung bép dién, bép gas, thiét bi dun niu trong phong lam viéc khi
chua dugc phép;

c) Biét ~Vi tri binh chira chay, hqng nudc, nut bé9 chay, so dd thoat nan cta Téng
4; tham gia dién tap PCCC khi S¢' Y t€ hoac Chi cuc t6 chuc;

d) Phat hién chay, su c¢b phai bao ngay, hé hoan, cit ngudn dién cuc bo tai phong
(khong cat nguén dién chung cia toa nha trir khi dugc huong dan), str dung phuong tién
chira chay tai cho va thoat nan theo so do.

6. Trude khi ra ve, nguoi cudi cung roi phong c6 trach nhiém: ngét dién cuc bd
tai phong (khong ngat ngudn dién dung chung), tat quat, diéu hoa, cac thiét bi van phong,
khoa cira phong 1am viéc; dong cira so; kiém tra khong con nguy co chdy, nd. Khong
khoa trai ctra thoat nan.

7. Kip thoi thong bao, xir Iy su cb:

a) Khi phat hién céc thiét bi dién, nuéc c6 dau hiéu hu hong, ro ri hodc nguy co
mat an toan tai Tang 4 va cac khu vyc dung chung, phai bao ngay cho Phong Tong hop
(B phan TCHC) d¢ phdi hop véi Van phong So Y t€ xu 1y kip thoi; khong tu ¥ can
thi€p vao tu dién chung, hé thong k¥ thuat dung chung.

b) Phong Téng hop (B phén TCHC) theo dai, kiém tra, don ddc viéc thyc hién
quy dinh vé sir dung thang may, tiét kiém dién, sir dung diéu hoa va xur 1y su ¢6 tai Diéu
14, Piéu 15 Noi quy ndy; bao cdo Chi cuc truong dé kip thoi chan chinh.

Piéu 16. V¢ sinh, trat tu, bio quin tai san

1. Phong lam viéc phai sip xép gon gang; c6 y thirc giir gin vé sinh noi lam viéc,
khu vuc sinh hoat chung cua co quan.

2. Tham gia v¢ sinh cac khu vyc chung cua Chi cuc tai Tang 4, toa nha SO Y té
va vé sinh méi trudng khuén vién S¢' Y té khi c6 yéu cau.

3. Co y thuc tiét kiém dlep, nudc, van phong p,ham, nhién li¢u; bao quan tdt tai
san co quan, khong tu y di chuyén vi tri cac trang thi€t bi va phuong tién lam viéc khi



chua duoc su déng y cua Chi cuc truong. Vi¢c mang tai san, trang thiét bi ra khéi tru s
thuc hi¢n theo Diéu 17 Noi quy nay.

4. Hu hong, mat mat tai san phai bao cdo ngay; viéc stra chita, mua sam thyuc hién
theo quy dinh quan 1y tai sdn cong.

5. MAu thuc pham, vat ching, hoa chat phai duoc niém phong, bao quan, tiéu huy
theo quy dinh chuyén nganh; khong dé lan vaéi tai li¢u hanh chinh, khong dé noi cong
cong.

Piéu 17. Cho muon, sir dung tai san, cong cu, dung cu phuc vu cdng tic
1. Khi doan cong tac (kiém tra, giam sat, tham dinh, hoi nghi, tap huén,...) st
dung may tinh xach tay, may in, may chiéu, may anh, thiét bi ghi hinh va cong cu, dung

cu khac ctia Chi cuc dé 1ap bién ban lam viéc, bao cdo, trinh chiéu, in 4n tai liéu cong
vu ngoai try so, phai thuc hi¢n vi¢éc muon, giao nhan, bao quan, hoan tra theo Diéu nay.

2. Tha tuc muon:

a) Poan cur 01 cong chuc (Trudng doan hodc ngudi duge Trudng doan chi dinh)
viét/danh may, ky Phiéu muon tai san, cong cu, dung cu theo mau cta Chi cuc, ghi 1o
danh muc, s6 lugng, tinh trang, thoi gian, dia diém, myc dich sir dung.

b) Phiéu giri Phong Tong hop (B6 phan TCHC) dé klem tra hién trang, sO may,
phu kién kém theo (sac adapter, tii xdch, ddy cdp, ddy nguon, mwe, gidy in va tai san
khdc) trude khi trinh Chi cuc truéng phé duyét. Truong hop Chi cuc trudng ving mat,
cap ph6 duoc uy quyén phé duyét.

¢) Khong mang tai san ra khoi try so khi phiéu chua duoc phé duyét. Trudng hop
khan cap xu ly su c6 an toan thyc pham, Trudéng doan bao cdo ngay lanh dao Chi cuc
(truc tzep, dién thoai hodc nhom Zalo noi bo) va hoan thién phleu trong ngay lam vi¢c
tiép theo.

3. Giao, nhan tai san: Bén giao (Bo phan TCHC) va bén nhdn (ngudi ky phiéu)
ky x4c nhan hién trang khi giao va khi tra. Nguoi ky phiéu chiu trach nhiém sudt thoi
gian muon, ké ca khi nhiéu thanh vién trong doan cung sir dung.

4. Trong qua trinh st dung, ngudi muon va cac thanh vién doan phai:

a) St dung dung muc dich cong vu, bao quan can than, khong dé mat, uét, va
dap, khong giao cho nguoi ngoai doan, khong cho co s dugc kiém tra, giam sat 1am
viéc muon lai;

b) Déi véi may tinh xach tay: khong cai phan mém khong rd ngudn gbc, khong
lru di lidu cong vu 1én may cua co s, ding xuét tai khoan cong vu khi tam dirng 1am
viéc; khong sir dung vao viéc riéng;

¢) B6i voi may in: str dung gidy, muc do co quan cip (hodc theo khodn van phong
phdm); khong in tai liéu ¢4 nhan;

d) Khéng tu ¥ thao, sira, thay linh kién; khéng mang tai san di cam ¢, thé chap,
cho thué.

5. Hu hong, mat mat phai bao ngay Truong doan, Phong Tong hop (Bo phan
TCHC) va Chi cuc truong; khong tu y stra chira. Thiét hai do 16i chu quan, nguoi muon
chiu trach nhiém bdi thudng theo quy dinh quan 1y tai san céng va bi xem xét trach
nhiém theo Piéu 26 Noi quy nay.

6. Khi két thuc dot cong tac, nguoi ky phiéu hoan tra du sO luong, phu kién cho
Phong Téng hop (Bo phén TCHC) ngay trong ngay tro vé tru sd; néu vé ngoai gio hanh
chinh thi hoan tra vao budi sang ngay lam viéc lién ké. Bo phan TCHC kiém tra, ddi
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chiéu phiéu, ky nhan. Dir liéu cong vu trén may tinh dung chung phai sao lwu vao noi
quy dinh rdi x6a khoi may trude khi nhap kho. Gia han thoi gian muon phai duoc Chi
cuc truong dong ¥.

7. Phong Tong hop (Bo phan TCHC) 1ap, luu Phiéu muon va so/ file theo doi
giao — nhan; khong giao tai san khi phiéu chua duyét, khi dot muon trude chua hoan tra
hodc khi tai san hong chua khic phuc; dinh ky bao céo Chi cuc truong.

Diéu 18. Phuong tién di lai, giri xe va xe chuyén dung

1. Bé xe 6 t6, xe may ciia CCVC, NLP va cta khach dung noi quy dinh cia toa
nha S& Y t€, gon gang, trat tu; khong dé xe trude 101 ra vao, 161 thoat nan, khu vyc cam.

2. Xe 6 t6 chuyén dung nhéan hiéu Mitsubishi Triton L200, bién kiém soat 74A-
004.54 va xe 6 t6 Mitsubishi Pajero, bién ki€ém soat 73B - 1503 cua Chi cuc duoc quan
1y, st dung theo quy dinh cua phap luat vé quan ly, st dung tai san cong:

a) Chi st dung vao muyc dich cong vuy;

b) Nguoi duoc giao quan 1y, l4i xe chiu trach nhiém vé k¥ thuat, an toan, nhién
liéu, v¢€ sinh xe;

¢) Sau khi dua, don Poan di cong tac vé, xe phai dugc dd dung vi tri quy dinh
trong khuon vién toa nha; truong hop khong co gara 6 to, phai dd tai vi tri dugc phép,
bao ddm an toan, khong can trg giao thong, khong anh huéng dén 16i thoat nan va cac
yéu cau vé phong chdy, chita chdy; wu tién vi tri c6 mai che, han ché tac dong truc tiép
ctia thoi tiét d6i voi phuong tién.

d) Nghiém cim sir dung xe vao viéc riéng; nghiém cam diéu khién xe khi c6 nong
dd con hodc chat kich thich.

3. Vigc dang ky lich xe, hanh trinh, dinh mirc nhién liéu thuc hi¢n theo phan cong
cua Chi cuc truong.

Chuwong VI
AN NINH, AN TOAN THONG TIN

Piéu 19. An ninh, trit tw co quan

1. CCVC, NLD c6 trach nhiém gilr gin an ninh, trat tu; khong tu y dua nguoi la
vao khu vuc 1am viéc khi chua thong bao B phan TCHC.

2. Phat hién ngudi, phuong tién, hanh vi kha nghi phai bao ngay 1anh dao Chi
cuc, bao v¢ toa nha.

3. Tuyét d6i khong duoc mang theo cac loai vii khi, chat nd, chit d& chay, cht
ddc vao co quan, trir cong cu ho trg, thiét bi chuyén nganh dugc phép khi thi hanh cong
vu.

4. Ngoai gio hanh chinh, ngay nghi, viéc vao tru s phai dugc Chi cuc trudng
dong y va thuc hién theo quy dinh ra, vao toa nha ctia S§ Y teé.

Diéu 20. An toan théng tin mang, sir dung may tinh, trang théng tin dién tir
va nhom Zalo ngi b

1. Str dung may tinh, mang ndi bo, Hé thong quan 1y van ban va diéu hanh tinh
Quang Tr (https://qlvb.quangtri.gov.vn), thu dién t cong vu
(https://mail.quangtri.gov.vn), Trang thong tin dién t& (website) Chi cuc
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(https://antoanthucpham.quangtri.gov.vn) dang muc dich cong vu; dit mat khéau bao
dam an toan, khong chia sé tai khoan, khong dé trinh duyét luu mat khau trén may ding
chung. Tai khoan dugc cép theo vi tri viéc lam; khi thoi viéc, chuyén cong tac phai ban
giao va thu hoi.

2. Khong cai datqphﬁn mém khong 1o nguén gbc; khong truy cép trang mang doc
hai; khong dung USB, 6 ctiing di dong chua kiém soat dé sao chép dir li¢u cong vu.

3. Dt liéu chuyén nganh an toan thyc pham, ho so dién tr phai duoc sao luu,
phan quyén; khong ding nhap mang x hoi, choi game, xem phim trén may tinh cong
vu trong gid 1am viéc. Viée sir dung nhom Zalo ndi bo ctia Chi cuc dé trao doi cong viée
thue hién theo khoan 6 Piéu nay.

4. Sy ¢6 mat an toan thong tin (ma doc, 16 lot dit liéu) phai bao ngay lanh dao Chi
cuc va Phong Téng hop dé xir 1y; khong tu ¥ dinh dang, khong che gidu.

5. Trang thong tin dién tur ctia Chi cuc (https://antoanthucpham.quangtri.gov.vn):

a) La kénh thong tin chinh thirc ctia Chi cuc trén moi truong mang. NOi dung
dang tai phai chinh xéc, kip thoi, khach quan, diing thim quyén, ding thé thirc; khong
trai phap luat, khéng thudc pham vi bi mat nha nudc, bi mat cong tac.

b) Phong Tong hop (B phan TCHC) chu tri quan tri ky thuat, cap va thu hoi tai
khoan, phan quyén dang tai; theo doi, ra soat noi dung. Pau mbi cac phong chiu trach
nhiém vé ndi dung do phong soan thao, dé xuit ding.

¢) CCVC duge Chi cuc truéng phan cong hodc duge cap tai khoan duoc ding tai
tin, bai vé linh vuc an toan thuc phém, van ban chi dao, thu tuc hanh chinh, lich truc,
thong béo, lich 1am viéc, hoat dong ctia Chi cuc va thong tin khéc theo chirc nang, nhiém
vy, sau khi dugc 1anh dao Chi cuc hodc nguoi duge uy quyén duyét. béi voi tin dang
theo quy trinh thuong xuyén da dugc phan cong (lich truc, thong bao da ban hanh, ...),
nguoi dugc giao tai khoan dugc dang dung ndi dung da duyét.

d) Khong dang tai: thong tin chua kiém ching; y kién, quan diém ca nhan; hinh
anh, s6 liéu chua duoc phép cong khai; hd so kiém tra, xir phat dang giai quyet thong
tin ca nhan, bi mat kinh doanh cua t6 chire, ca nhan; quang céo, rao vit, lién két khong
r& nguon.

d) Tin, bai dung tiéng Viét trong sang, c6 ngudn; kiém tra chinh ta, duong lién
két, tép dinh kém trudc khi dang. Phat hién sai sot phai sira hodc g& ngay va bao céo
Chi cuc truong, Phong Tong hop.

e) Khong chia sé tai khoan quan tri, khong tu y thay doi giao dién, chuyén muc,
khong cai tién ich, ma ngudn khong rd ngudn gdc 1én hé thong.

g) CCVC, NLD c¢6 trach nhiém theo ddi trang, phan anh thong tin sai, 16i k¥ thuat
vé Phong Tong hop dé xur 1y.

6. Nhom Zalo ndi bo cua Chi cuc:

a) La kénh trao ddi, don dbc, thong bao nhanh phuc vu hoat dong noi bo cuia Chi
cuc; khong thay thé Hé thdng quan 1y van ban va diéu hanh, thu dién tir cong vu dbi véi
van ban phai phat hanh, trinh ky, luu trir theo quy dinh.

b) Thanh vién gdm lanh dao, CCVC, NLD Chi cuc. Nguoi nghi huu, théi viée,
chuyén cong tac phai dugc dua ra khoi nhom ngay khi ban giao.

c¢) Nguoi dugc phan cong lam trudng nhom, quan tri vién (lanh dao Chi cuc, cong
chic Phong Téng hop dugc giao) c6 trach nhi¢ém duyé¢t thanh vién, nhéc nha, g0 nodi
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dung vi pham, khéa binh luan khi can va bao cdo Chi cuc trudng khi ¢6 sy viéc phuc
tap.

d) Chi dang, trao doi noi dung lién quan dén hoat dong cua Chi cuc: chi dao, diéu
hanh; lich hop, lich truc, lich kiém tra; thong bao khén vé su ¢d an toan thuc phélm; don
ddc tién d6 nhiém vuy; chia sé vin ban da ban hanh, tai liéu tap huén, huéng dan chuyén
mon dugc phép.

d) Khong dang tai, khong tro chuyén, khong gui hinh anh, tép, nhén dan, tin nhan
thoai c¢6 ndi dung khong lién quan dén cong viée; khong tan giu doi tu, khong ban
chuyén chinh tri, ton gido, kinh doanh, quang cdo; khong phat tan chudi tin nhan, trd
choi, tin gia, théng tin chwa kiém chimg.

e) Khong ding, khong chuyén tiép ra ngoai nhom: bi mat nha nude, bi mat cong
tac, du thao chua ban hanh, ho so kiém tra, xir phat chua cong khai, thong tin c4 nhan,
dir liéu ctia co so san xuat, kinh doanh thyc pham, anh hop, anh tru so, anh dong nghiép
khi chua dugc phép.

g) Ngon ngit trao d6i ngan gon, van minh, ding myc; khong ding nhém dé phé
binh, xtc pham, cong kich dong nghiép. Gop ¥ chuyén mon di vao viéc, dung tham
quyén.

h) Khong chyp man hinh, khong sao chép ndi dung nhom dua 1én mang xa hoi,
nhom khac hodc giri cho nguot khong co trach nhiém.

1) Truong hop khan (ngd doc thuc phém, doan kiém tra dot xudt, su cd an toan
thong tin va tinh hudng d6t xuat khac) dugc théng bao trén nhom moi thoi diém; nguoi
nhan c6 trach nhiém phan hdi, trién khai theo phan cong.

k) Vi pham khoan nay, tuy tinh chit, mirc d9, bi nhic nhé, kiém diém hoic xem
xét xtr Iy theo Diéu 26 Noi quy nay.

L ) ~ Chuong VII . . ,
POI VOI TO CHUC, CA NHAN PEN LAM VIEC, LIEN HE CONG TAC

Pi¢u 21. Cong dan, doanh nghiép dén ndp ho so tw cong bd

1. Cong dén, t6 chirc, doanh nghiép dén ndp hd so tur cong bd duoc hudng dan,
tiép nhan, xtr 1y theo ding phap luat, ding thdi han; khong bét budc phai co gidy gidi
thiéu.

2. Xuit trinh gidy to tiy than hodc gidy to c6 lién quan khi duoc yéu cau dé dbi
chiéu ho so.

o3 Dé xe 6 t0, xe may ding noi quy dinh; phai tuan theo huéng dan ctua Phong
Tong hop (BO phan TCHC) va bdo v¢ toa nha; gitr gin v€ sinh chung, khong gay mat
trat tu.

Dieu 22. To chirc, ca nhan deén lién hé cong tac

1. Tb chuc, ca nhan dén lién hé cong tac, lam viéc, khao sat, phong van (khong
thude trwong hop nép ho so tw cong b6 san pham) phai lién hé trude v6i Phong Téng
hop (Bo phan TCHC) dé dang ky, thong nhat lich lam vigc va thue hién theo huong dan
ctia Chi cuc; truong hop can thiét phai xuat trinh gidy giéi thiéu hodc gidy to co lién
quan.

2. Pén dung phong, bd phén da dang ky, khong tu y di lai nhitng noi khong co
nhiém vu; khong tu y vao cac tang khéc cua toa nha.
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3. Khi vao co quan phai c6 trang phuc gon gang, van minh, lich sy; khong gay
mat trat tu, phai giit gin vé sinh chung; khong hit thudc 14, thude 14 dién tir trong phong
lam viéc, phong hop, hdi trudng, noi lam viée trong nha, noi c6 nguy co chay, nd. Tuyét
d6i khong duge mang theo cac loai vil khi, chit nd, chat d& chay, chit doc vao co quan.

4. Phong Téng hop (B6 phan TCHC) ¢6 trach nhiém hudng dan, giai thich; yéu
cau thuc hién dung Noi quy; truong hop khong thuc hién, khong dugc vao khu vuc l[am
viéc cua Chi cuc va thong bao bao v¢ toa nha khi can thiét.

Piéu 23. Nhirng truong hop chua dwec vao 1am viée tai co quan

1. Co quan khong lam viéc véi nhitng ngudi say ruogu, bia, chat kich thich; nguoi
c6 hanh vi gay 161, x0c pham, de doa hoac khong kiém soat hanh vi lam anh huong an
ninh, trat tu.

2. Nguoi khong co phan sy khong dugce vao co quan. Nguoi khong co viée lién
quan dén chirc nang, nhi¢m vu cua Chi cuc, khong cé lich lam viéc, khong duoc lanh
dao Chi cuc d6ng v tiép thi chua duoc vao khu vuc lam viéc.

3. Ngudi mang theo vat cdm quy dinh tai khoan 3 Diéu 19 Noi quy nay.

4. Viée tir chdi tiép khong duoc dp dung nham han ché quyén khiéu nai, t6 céo,
quyén thyc hién thi tuc hanh chinh ctia cong dén, to chirc theo quy dinh ctia phap luat.
Truong hop nguoi ¢o6 kho khan vé nhan thtrc dén lién hé, Chi cuc b tri tiép tai noi phu
hop, bao dam an toan, ton trong va lién hé nguoi giam ho, co quan c6 tham quyén khi
can thiét.

) Chuong VIII )
TO CHUC THUC HIEN, KHEN THUONG VA XU LY VI PHAM

Piéu 24. Trach nhié¢m t6 chirc thye hién

1. Pau mbi cac phong thude Chi cuc ¢ trach nhiém phd bién, trién khai dén toan
thé CCVC, NLD cua phong va to chirc thuc hién nghi€m tuc Noi quy nay; chiu trach
nhi¢m trude Chi cuc trudong.

2. Phong Téng hop (B phan TCHC):

a) Niém yét cong khai Noi quy nay tai tru so, ding tai trén trang thong tin dién
tir (website) cua Chi cuc;

b) Phoi hgp Van phong S¢ Y té, luc luong béo vé toa nha trong quan 1y an ninh,
phong chay chita chay, dién, nudc, thang may, khu vuc dé xe;

c¢) Theo doi, kiém tra viéc thuc hién, bao cao két qua voi Chi cuc truong;

d) Tiép nhan phan anh, kién nghi vé Noi quy.

3. CCVC, NLD Chi cuc c6 trach nhiém thyc hién nghiém tic N§i quy nady va cac
Quy dinh, Quy ché lam vi¢c cia Chi cuc.

Pic¢u 25. Khen thuwéng

CCVC, NLD, tap thé thyc hién t6t Noi quy, ¢6 thanh tich trong giit gin ky ludt,
ky cuong hanh chinh, van hoa cong s¢ dugc biéu duong, xem x¢ét khen thuong theo quy
dinh vé thi dua, khen thuong.
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Piéu 26. Xir Iy vi pham

1. Moi hanh vi vi pham Noéi quy nay, tuy theo tinh chét, mic do vi pham va hau
qua, s& bi xtr Iy theo quy dinh. CCVC, NLD ¢6 thé bi phé binh, kiém diém, trir diém thi
dua hodc bi xur Iy ky luét theo Luat Can bg, cong chirc, Luat Vién chirc, B luat Lao
dong, Nghi dinh s6 172/2025/ND-CP ngay 30/6/2025 cua Chinh phu va quy dinh khac
c6 lién quan; trudng hop cé dau hiéu toi pham, chuyén co quan c6 thim quyén.

2. Khach dén lam viéc, lién hé cong tac khong chap hanh nhiing quy dinh trén,
Phong Tong hop (B6 phan TCHC) c6 trach nhiém hudng dan, giai thich; yéu cau thuc
hién dang Noi quy; truong hop khong thuc hién, khong duge vao hodc phai ro1 khu vuc
lam vi¢c cua co quan.

3. Thié‘t hai vé tai sét,n, danh duy, uy tin do vi pham gay ra, nguoi vi pham chiu
trach nhi¢m boi thuong, khac phuc theo quy dinh.

Picéu 27. Sira doi, bo sung va hiéu hre

1. Trong qua trinh td chure thuc hién, néu chua pl}l‘l hop, Céj.Il stra d(;)i,qb(;) sung, dé
nghi cac phong, CCVC, NLD Chi cuc gti phan anh, kién nghi vé Phong Tong hop (Bo
phan TCHC) dé béo cao Chi cuc trudng xem xé&t, stra doi, bé sung Noi quy phu hop.

2. Noi quy nay c6 higu lyc thi hanh ké tir ngay Quyét dinh ban hanh duogc ky va
thay thé cac quy dinh trude day trai vai Noi quy nay./.
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