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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG HOANG TAN Dboc lap - Tw do - Hanh phiic
Sb:14 /QD-UBND Hoang Tan, ngay 10 thang 3 nam 2022
QUYET PINH

Ban hanh Quy ché vin hoa cong sé va Quy tic
ung xir cua can bg,cong chirc thugc Uy ban
Nhan dan phwong Hoang Tan

CHU TICH UY BAN NHAN DAN PHUONG HOANG TAN

~ Can cir Luat T 0 chirc chinh quyén dia phwong ngay 19/6/2015; Ludt sia
doi, ‘boA sung mot so dieu cua Ludt To chiec Chinh phu va Ludt T6 chirc chinh
quyén dia phuwong ngay 22/11/2019;
Can cir Quyét dinh so 129/2007/QD-TTg ngay 02 thang 8 nam 2007 ciia
Thu twong Chinh phu ban hanh Quy ché van hoa cong so tai cdc co quan hanh
chinh nha nuoc,
Cdan cir Quyét dinh s6 1847/0P-TTg ngay 27 thang 12 nam 2018 cua
Thu twong Chinh phu vé viéc phé duyét Bé an Van hod cong vu,
Can cir Quyét dinh s6 03/2007/OD-BNV ngay 26 thang 02 nam 2007 ciia
Bo Noi vu vé viéc ban hanh Quy tac wng xu cua cdan bo, cong chure, vién churc
lam viéc trong bo may chinh quyén dia phwong;

Theo dé nghi ciia Vin phong — théng ké phwong.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché vin hoa cong so va
Quy tic Gmg XU cua can bd, cong chic, va nguoi lao dong cua Uy ban Nhan
dan phuong Hoang Tan.

Piéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky.

Piéu 3. Van phong — thdng ké, can bd, cong chirc, va nguoi lao dong
thudc Uy ban Nhan dan phuong chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: CHU TICH
- Nhu biéu 3;

- Lanh dao Bang uy — UBND phuong;
- BCH béng uy;

- Luu: VT, VP.

+07:00

Nguyén Vin Cap


https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/quyet-dinh-129-2007-qd-ttg-quy-che-van-hoa-cong-so-tai-co-quan-hanh-chinh-nha-nuoc-54149.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/quyet-dinh-03-2007-qd-bnv-quy-tac-ung-xu-can-bo-cong-chuc-vien-chuc-lam-viec-bo-may-chinh-quyen-dia-phuong-17976.aspx
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QUY CHE
Vin ho4 cong sé va Quy tic &ng xir ciia can b, cong chire thudc Uy ban
Nhén dén phirdmg Hoang Tan
(Ban hanh kém theo Quyét domsGiga /OP-UBND ngay 10 thang 3 nam

"o qutin: Thanh
phd Chi Linh, Tinh

2022 ciia Chu'tich HBND phurong Hoang Tan

Chuong I QUY PINH CHUNG
Pi¢u 1. Pham vi diéu chinh va ddi twong ap dung
1. Pham vi diéu chinh

a) Quy ché nay quy dinh ndi dung vin hoa coéng sd va cac quy tic ung

XUt cta co quan Uy ban nhan dan phudng gdom: tinh than, thai d6 1am viéc; chuan
muc giao tiép, ung xu, chuan muc dao duc, 16i séng, trang phuc cua can bg,
cong chuc, va nguoi lao dong (CBCC).

b) Quy dinh vé bai tri cong sd, ndi quy ra vao co quan va quan 1y huong
tién tai co quan Uy ban Nhan dan phuong.

2. Déi tuong ap dung

Quy ché nay ap dung d6i véi can bd, cong chirc, va ngudi lao dong thudce
Uy ban Nhan dan phuong quan ly.

Piéu 2. Nguyén tic thyc hién

1. Bao dam tinh trang nghiém va hiéu qua hoat dong cta Uy ban Nhan
dan phuong Hoang Tan.

2. Phu hop v6i1 muc tiéu xay dung doi ngli can bg, cong chic va nguodi
lao dong ngay cang chuyén nghiép, dap tng yéu cau doi méi cin ban toan dién
van hoa cong so va chi truong hién dai hoa nén hanh chinh nha nudc.

3. Phu hop voi truyén théng, ban sic van hoa dan toc va diéu kién kinh té -
xa hdi cua dia phuong, cua co quan.

Piéu 3. Muc dich

1. Xay dung phong cach giao tiép va ing xtr chuan muc cta cong chirc,
vién chirc, nguoi lao dong khi thi hanh nhiém vy, cong vy, bao gém nhirng viéc
phai lam hodc khong dugc lam, nham dam bao sy liém chinh, trach nhiém, ky
luat, ky cuong cua can bg,cong chirc va nguoi lao dong trong hoat dong cong
vu.

2. Tao su chuyén bién manh mé vé y thirc va hanh dong; tu tu dudng, rén
luyén, nang cao y thirc, dao dic cong vu, dao duc nghé nghiép cua can bg, cong
chtrc, va nguoi lao dong thude Sé.

3. La can ctr dé danh gid vi¢c chap hanh cac quy dinh cua can b, cong
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chtrc, nguoi lao dong thuéc Uy ban Nhan dan phuong.

Chuong 11
TRANG PHUC, GIAO TIEP VA UNG XU
CUA CAN BQ, CONG CHUC, VA NGUOI LAO PONG
Diéu 4. Trang phuc, 18 phuc
1. Trang phuc

a) Khi thyc hién nhiém vu cén b9, cong chirc, va nguoi lao dong phai an
mic gon gang, lich su; trang phuc phai phtt hop véi tinh chat cong viéc va thuan
phong, my tuc cia dan tdc. Pbi v6i don vi co trang phuc riéng thi phai thuc hién
theo quy dinh cua nganh (Quan sy, cong an).

- Trang phuc cia nam: Ao so mi, quan au hodc bo comple; di giay hodc
dép c6 quai hau;

- Trang phuc cua nir: Ao so mi, quﬁn au, by veston nit, vdy cong s&
(chiéu dai vay tdi thiéu phai ngang dau gdi) hodc 4o dai truyén thdng; di gidy
hodc dép c6 quai hau.

b) Céan bg, cong churc, va nguoi lao dong khong mac hé hang; khong su
dung 40 phong, quan bo, quan ngan; khong di dép 18.

2. Lé phuc
L& phuc ctia can bd, cong chitc, va nguoi lao dong 1a trang phuc chinh
thire duogc st dung trong nhirng budi 18, cudc hop trong thé.
a) L& phuc ctia nam: B comple, 40 so mi, cravat.
b) L& phuc ctia nit: Ao dai truyén théng hodc bo comple ni.
3. Lanh dao Uy ban Nhan din quyét dinh viéc st dung trang phuc, 18
phuc trong mot sb truong hop cu thé.

Piéu 5. Thé Can bd, cong chirc

1. Can bo, cong chic phai deo thé khi thuc hi¢n nhiém vuy; deo ¢ vi tri
trudc nguc bang cach st dung ddy deo hodc ghim cai khi lam viéc tai co quan
trong gid hanh chinh cac ngay lam viéc theo quy dinh.

2. Thé Céan b, cong chirc duge thuc hién theo mau quy dinh ctia Bo Noi
vu. Vian phong Uy ban Nhéan déan chiu trich nhiém lam thé va cap thé; quan 1y,
kiém tra viéc su dung thé cia Can bg, cong chirc thude ij ban Nhan dan
phuong.

3. Can bo, cong chirc duoc bd nhiém, tir chirc, mién nhiém, chuyén

ngach s€ dugc doi thé mai, ndp lai thé cti. Can bg, cong churc chuyén cong tac
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sang co quan khac phai tra lai thé cho co quan; ngudi thoi viée s& bi thu hoi theé.

Pi¢u 6. Chuan murc giao tiép, ing xir chung

Trong giao tiép, ung xu khi thi hanh nhiém vy, cong vy, cong chirc, vién
chtrc, nguoi lao dong phai:

1. Tuan tha cac quy dinh cua phap luat va cac ndi quy, quy ché lién
quan cua co quan, don vi.

2. Thuc hién nhiém vu dugc phan cong mdt cach nghiém tuc, trach
nhiém, chi cong, vo tu.

3. Trong quan hé giao tiép khi thi hanh nhiém vy, cong vu phai c6
thai do lich su, ton trong; ngbn ngir giao tiép phai rd rang, mach lac, khong
noi tuc, khong quat nat.

Piéu 7. Ung xir ciia can bd, cong chirc trong thwe thi cong vu

Khi thyc thi cong vy, can bg, cong chirc chirc phai y thirc 16 vé chue trach,
nhiém vu cua ban than, bao gém:

1. Phai sin sang nhan va nd lyc hoan thanh tdt moi nhiém vu duoc phan
cong; khong kén chon vi tri cong tac, chon viée dé, bo viéc kho. Tam huyét, tan
tuy, gwrong mau 1am tron chirc trach, nhiém vy dugce giao.

2. Co ¥ thirc to chuc ky luat; str dung hiéu qua thoi gian 1am viéc; tranh
hién tuong trung binh chu nghia, lam viéc qua loa, dai khai, kém hi¢u qua;
nghiém chinh chap hanh ndi quy, quy ché ciia co quan; chu déng phdi hop trong
thuc hién nhiém vu, cong vu.

3. Khong duoc gay kho khin, phién ha, kéo dai thoi gian xir 1y cong viéc
cua co quan, t6 churc va nguoi dan; khong tho o, vo cam, thiéu trach nhiém trudc
nhing kho khin, bt xtic ctia c4 nhan va to chirc.

4. Quan ly va st dung hiéu qua tai san dugc giao; khong dé xay ra ling
phi, tham nhiing; tich cyc dau tranh phong, chéng tham nhiing.

5. Can bo, cong chuc gilt chitc vu 1anh dao, quan Iy phai guong mau,
cong tam, khach quan trong st dung, danh gia cong chuc thudc quyén quan 1y,
Chu dong xin thoi gilr chtrc vu khi nhan thay ban than con han ché vé nang luc
va uy tin.

Picu 8. Ung xir va giao tiép trong co quan

1. B6i v6i Can bo, cong chirc giir chirc vu lanh dao, quan 1y

a) Phai dé cao trach nhiém néu guong cia ngudi ding dau. Khong loi
dung vi tri cong tac dé bd nhiém nguoi than quen.

b) Nim bt kip thoi tam 1y, 16i séng, 1& 161 1am viéc, tao su cong béng va
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phat huy dan chu, kinh nghiém, séng tao cia cong chtrc, vién chiic, nguoi lao
dong khi thuc hién nhiém vy, cong vu.

¢) Bao v¢ danh du ctia cong chirc, vién chure, nguoi lao dong khi c6 phan
anh, t6 cao khong ding su that.

Phai xay dung moi truong lam viéc cua co quan, don vi nang dong,
chuyén nghiép, giir gin sy doan két, dao duc va vin hoéa cong vu trong to chirc
cua minh.

2. Bdi véi Can bo, cong chirc khong gitr chire vu lanh dao, quan 1y

a) Chap hanh quyét dinh ctia ngudi 1anh dao, quan 1y; thuong xuyén chi
dong sang tao va chiu trach nhiém trude phap luat khi thyc hién nhiém vu duoc
giao;

b) Khong duogc loi dung viéc phat biéu y kién, gop ¥, phé binh lam ton
hai dén uy tin cta lanh dao, quan 1y va dong nghiép.

3. D6i véi dong nghiép
a) Phai ¢ tinh than hop tac, tuong tro trong thuc hién nhi¢m vy, cong vu.

b) Khong bé phai, gy mat doan két ndi bd cia co quan; phai Gng xir ¢6
van hoa, ton trong, bado v¢ danh dy, uy tin, xdy dung doan két noi bo; co thai do
trung thuc, than thién, hop tic, ton trong gitp d& nhau hoan thanh tot nhiém vu
dugc giao.

Piéu 9. Ung xir khi tham dv cudc hop

1. Can bg, cong chuc dugc cur du hop phai nghién ctru tai li€u, van ban
cua cudc hop (néu c0) trude khi dén du cudc hop.

2. Khuyén khich Can bo, cong chirc chuan bj trude ¥ kién tham gia phat
biéu tai cude hop.

3. Du hop ding thanh phan, dén hop dung gio va tham du hét thoi gian
ctia cudc hop. Chi trong trudng hop vi nhimng 1y do dot xuat va dugc su dong y
ctia nguoi chu tri thi ngudi tham dy ¢ thé roi cude hop trude khi cude hop két
thtc.

4. Trong khi du hop, khong lam viéc riéng hodc xur 1y cong viéc khong
lién quan dén noi dung cudc hop; dién thoai phai dat & ché o rung; khi that can
thiét thi ra ngoai phong hop dé nghe dién thoai va trao d6i ngan gon, khong lam
anh hudng dén cudc hop.

5. Khicoy kién tham gia hodc tranh luan tai cudc hop thi phai trinh bay
ngan gon, di thang vao ndi dung van dé va khéng vuot qua thoi gian ma nguoi

chu tri cudc hop cho phép.
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6. Truong hop dugc cur di hop thay, thi phai bao cao két qua cudc hop
cho thu truéng don vi da ctir minh di hop.
Piéu 10. Ung xir va giao tiép véi cong dan
1. Trong giao tiép cong vu, Can bd, cong chirc phai ton trong, ling
nghe, tan tinh huéng din vé quy trinh xir 1y cong viéc va giai thich cin k&
nhimg thic mac ctia ngudi dan; ngdn ngit giao tiép phai nha nhan, lich su,
nghiém tic. Thuc hién nghiém tc “4 xin, 4 luoén”: Xin chao, xin 15i, xin cam
on, xin phép; lu6n mim cudi, ludn nhe nhang, luon léng nghe, luon giup do.

Truong hop nhitng yéu cau ctia cong dan khong thudc tham quyén giai
quyét ctia co quan thi Can bd, cong chitrc phai huéng din ngudi dan dén dung
co quan c6 thAm quyén giai quyét;

Nghiém tac nhan 15i, nhan khuyét diém, thanh khan tu phé binh, rat kinh
nghiém khi dé xay ra sai sot.

2. Nhiing vi¢c Can bg, cong chirc khong dugc lam:

a) C¢ thai do hodc hanh vi quan li€u, ctra quyén, hach dich, nhiing nhiéu,
hach sach ngudi dan, gy cing thang, birc xtc, doa nat nguoi dan.

b) Goi y dua tién, nhan tién, qua biéu; khong hen gip giai quyét cong
viéc bén ngoai co quan va ngoai gio lam viéc.

¢) Tur chdi cac yéu cau ding phap ludt cua ngudi can dugce giai quyét
phu hop véi chuc trach, nhiém vu duogce giao.

d) Lam mat, hu hong hodc lam sai 1éch ho so, tai liéu lién quan dén yéu
cau cua to chirc va ca nhan khi duoc giao nhiém vu giai quyét.

d) Lam 16 bi mat Nha nudc, bi mat cong tdc va bi mat nd1 dung cung ho
tén nguoi viét don thu khiéu nai, t6 cdo theo quy dinh cta phap luat.

Chuong I1I
BAI TRi CONG SO

Pi¢u 11. Treo Quoc ky

1. Qudc ky duoc treo & noi trang trong, trude tru sd cua co quan. Qudc
ky dugc treo theo dung tiéu chuan vé kich thudc, mau sic da duoc Hién phap
quy dinh.

2. Viée treo Qudc ky trong cac budi 18, don tiép khach nude ngoai va 18
tang tuan theo quy dinh vé nghi 1& nha nudc va don tiép khach nudc ngoai, to
chirc 1€ tang.

Piéu 12. Bién tén co quan

1. Co quan phai c6 bién tén duoc dat tai céng chinh try sé, trén d6 ghi o
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tén goi day du bang tiéng Viét va dia chi ciia co quan.

2. Céch thé hién bién tén co quan, don vi dugc thuc hién théng nhét theo
quy dinh cua Bo Noi vu.

Piéu 13. Phong lam viéc

1. Bén ngoai phong 1am viéc phai c6 bién tén ghi rd tén don vi, ho va
tén, chtrc danh can bo, cong chirc trong phong, vi tri dit bién tén phai ¢ chd dé
nhin thay.

Bén trong phong 1am viéc phai sap xép, bai tri gon gang, ngan nap, khoa
hoc, hop ly, thuan lgi cho vi¢c thuc hién nhi€ém vu chung va cua ting
thanh vién trong phong; dam bao cac yéu cau vé an toan chay, nd.

2. Khuyén khich trang tri cay xanh trong khuén vién phong lam viéc.

Pi¢u 14. Khu vuwre ngoai phong 1am viéc trong cong sé

1. B6 tri gon gang, sach s€, dam bdo v¢& sinh moi truong cho cong so;
& cong vao c6 bién chi dan cu thé va ndi quy lam viéc.

2. Can bo, cong churc phai ¢o y thuc gitr gin vé sinh chung, khong vt rac
bira bai, do rac ding noi quy dinh.

Chwong IV
NOI QUY RA VAO CO QUAN
VA QUAN LY PHUONG TIEN GIAO THONG

Piéu 15. Noi quy ra, vao co quan

1. Dat xe khi di qua phong bao vé, dé phuong tién dung noi quy dinh.

2. Khong tu y mang tai san cong ra ngodi co quan khi chua c6 sy dong ¥
cua lanh dao co quan.

3. Thyc hién nghiém quy dinh vé phong, chdng chay nd; c¢6 ¥ thirc tiét
kiém dién, nude; tit cac thiét bi dién, nudc duoc giao quan ly, st dung trudce
khi ra vé.

Piéu 16. Quan ly phwong tién giao thong

1. Van phong HDPND-UBND phudng c¢6 trach nhiém bé tri khu vuc dé
phuong tién giao théng cho Can bd, cong chiic cia co quan va cta ngudi dén
lam viéc, lién h¢ cong tac; déng thoi huéng dan, nhic nhé viée sép xép Xe gon
gang, ngay ngan. Khong thu phi gii phuong tién giao thong cua nguoi dén lam
viéc, lién hé cong tac tai co quan.

2. Cong chirc, vién chirc c6 trach nhiém chip hanh viéc dé xe ding noi
quy dinh, bao dam trat ty, ngan nap. Néu vi Iy do cong tac phai dé phuong tién

cad nhan tai co quan qua dém, phai dua vao trong nha xe va bao cho bdo v¢é biét
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dé quan 1y; truong hop dé bén ngoai nha xe, khong thong bao, néu xay ra mat
mat phai tu chiu trach nhiém.
Piéu 17. Quy dinh d6i véi nhan vién bio vé co quan

1. Pam bao thuong truc 24h/24h trong ngay, khong dugc nhd nguodi
ngoai truc thay; tac phong nhanh nhen, nghiém tic; c6 thai do, hanh vi giao
tiép dung muc véi moi nguoi.

2. Quan 1y viéc ra, vao co quan, kiém soat gidy t0, tai san ra, vao co
quan; néu ¢6 vi pham, bdo v¢& tam gilt va bio cao vdi lanh dao Van phong giai
quyét;hudng dan khach dén lién hé cong tac.

3. Huéng dan, sip xép cac phuong tién vao co quan dé dung noi quy

dinh; nhic nhé moi nguoi thuc hién dung Noi quy ra, vao co quan.
Chuong IV
TO CHUC THUC HIEN

Piéu 18. Trach nhiém thi hanh

1. Lanh dao Pang uy — Hoi ddng Nhan dan - Uy ban Nhén dan, Truéng
cac ban, nganh doan thé, to chirc chinh tri - xa hoi. Can bo, cong chuc, thude
Uy ban Nhan dan phudng chiu trach nhiém thuc hién nghiém tiic Quy ché nay.

2. Lanh dao UBND phudng, Trudng cac ban, nganh doan thé, to chirc
chinh tri - xa hoi trach nhiém:

a) Pho bién, theo ddi, kiém tra, giam sat vi¢c thuc hién quy dinh vé vin
hoa cong sé va Quy tac ung XU cua can bd, cong chure tai don vi minh;

b) Chiu trach nhiém khi dé xay ra tinh trang trong don vi cd can bg,
cong churc b1 phan anh, kién nghi, khiéu nai, td cdo ma dugc co quan c6 tham
quyén két luan co6 vi pham lién quan dén nhiing quy dinh tai Quy ché nay va vi
pham quy dinh ctia Pang, Nha nudc vé van hoa cong vu, néu can bo, cong
chtrc thude don vi minh vi pham Quy ché nay.

3. Van phong Uy ban Nhan dan phuong chiu trach nhiém:

a) T6 chuc trién khai thuc hién Quy ché, huéng din, kiém tra, don dbc
can bg, cong chuc thudc co quan, khach dén lién hé 1am viée tai tru s& co quan
thue hién ding Quy ché.

b) Theo ddi, dinh ky bao cdo linh dao Uy ban Nhan dan phuong, Chi
tich Hoi dong Thi dua khen thuong phudng vé tinh hinh chap hanh Quy ché
vin héa cong so va Quy tic ung xu cua cong chirc, vién chic va nguoi lao
dong thudc Uy ban Nhan dan phuong.

4. Céc to chuc Cong doan, Poan Thanh nién Cdng san HO Chi Minh,
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Ho6i Cuu Chién binh, Hoi Nong dan, Hoi Phu nit, Uy ban Mt tran T6 Quéc co
trach nhiém to churc, van dong, kiém tra, giam sat doan vién, hdi vién thyc hién
t6t Quy ché nay.

Piéu 19. Khen thuwéng va xir Iy vi pham

1. Viéc thuc hién Quy ché nay la can ctr dé danh gia, binh xét thi dua,
khen thudng cudi nim cho cac don vi va can bo, cong chirc thude Uy ban
Nhan dan phuong.

2. Pon vi, ca nhan vi pham cac quy dinh tai Quy ché nay, tuy theo

tinh chat, mirc 6 vi pham ma bi xu 1y theo quy dinh.

Trong qua trinh trién khai thuc hién, néu c6 khé khan, vuong méc, cac
don vi va can bo, cong chic thuoc Uy ban Nhan dan phuong(qua Vian phong
UBND phuong) bang vin ban dé xem xét, kip thoi diéu chinh, bd sung cho
phu hop./.
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