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QUYET PINH

Ban hanh Quy ché Vin héa cong sé

CHU TICH UY BAN NHAN DAN XA

Can cvr Ludt T6 chite Chinh quyén dz’a phwo’ng ngay 1 9/6/201 Ty

Can cur Ludt sua doz bé sung mot s6 diéu ciia Ludt T6 chire Chinh phu va
Ludt T6 chire chinh quyen dza phuong nam 2019;

Can ci Quyét dinh s6 12972007/0D-TTg ngay 02/8/2007 cuia Thu tudng
Chinh phi: vé viéc ban hanh Quy ché vin héa cong so tai cdc co quan hanh
chinh nha nude;,

Can cu Quyét dinh sé ]847/QB 1Tg ngay 27/12/2018 cua Thu twdng
Chinh phii vé viéc phé duyét Dé dn vin héa cong vu,

Theo dé nghi cua Vén phong Uy ban nhén déan xa.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché Vian hoa cong so.

Diéu 2. Quyét dinh nay cé hiéu luc thi hanh ké tir ngay ky va thay thé
Quyét dinh sé 89/QD-UBND ngay 08/4/2022 ctia Chua tich UBND x& ban hanh
Quy ché Vin hoa cong so. _

Piéu 3. Vin phong — Théng ké, céc ban nganh, doan thé x& va tit ca can
bo, cong chire, ngudi hoat dong khong chuyén trach xa can ctr quyét dinh thi
hanh./.

Noi nhan:

- Nhu Diéu 3;

- TT.DU, PT.HBND x7;

- CT, cac PCT, thanh vién UBND xa;
- Cac ép;

- Luu VP UBND xa.
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
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QUY CHE
Vin héa cong s&
(Ban hanh kém theo Quyét dinh s6.,.6../QP-UBND
ngay 19../..2../2023 cua Chi tich Uy ban nhdn dén xd)

Chuwong I
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi va dbi twgng diéu chinh

Quy ché nay quy dinh vé trang phuc, giao tiép va tmg xr clia can bo, cong
chtre khi thi hanh nhiém vu, bai tri cong sd tai Uy ban nhan dan xa.

Piéu 2. Nguyén tic thue hién viin hoa cong sé

1. Phu hop véi truyén théng, ban séc van hoa dan toc va didu kién kinh té
- x4 hoi;

2. Phu hop véi dinh huéng xdy dung ddi ngili can bg, cong chirc chuyén
nghiép, hién dai;

3. Phu hop véi cac quy dinh cua phap luat va muc dich, yéu cau cai cach
hanh chinh, chu truong hién dai hoa nén hanh chinh nha nuéec.

Piéu 3. Muc dich viéc thwe hién viin héa cong s&

1. Bao dam tinh trang nghiém va hiéu qua hoat dong cua UBND xa.

2. Xay dung phong cach tng xur chuan muc ctia can bo, cong chuc trong
hog}t dong cong vu, buo"ng t&d1 muc tiéu x,éy dung do6i ngil can bg, cong chirc ¢o
pham chat dao durc tot, hoan thanh xuat sac nhiém vu dugc giao.

Diéu 4. Cac hanh vi bi cAm

1. Hat thude 14 trong phong 1am viéc;

2. St dung dd ubng co6 con tai cong so, trir trudong hop duge su dong y clia
lanh dao co quan vao céc dip lién hoan, le tét, tiép khach;

3. Quang céo thuong mai tai cong so.

Chwong II
TRANG PHUC, TINH THAN VA THAI PQ LAM VIEC,
GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC
Muc 1
TRANG PHUC CUA CAN BQ, CONG CHUC
Piéu 5. Trang phuc
1. Khi thuc‘hién nhiém vu, can bd, cong Chl:Ic phai an mac gon gang, lich
su; khong méc quan jean, 4o thun, di dép 1€. Cu the:



- Trang phuc cua nam cén b9, cong chic: quan tdy, 40 so mi, b 40 vao
quén, c6 thit lung; di giay hodc dép c¢6 quai hau;

- Trang phuc cta nit can bd, cong chire: bd comple; quan tay, 4o so mi; di
giay hodc dép cé quai hau.

2. Can b, cbng chirc ¢6 trang phuc riéng thi thuc hién theo quy dinh cta
nganh.

Piéu 6. L& phuc

L& phuc ctia can bd, cong chirc 1a trang phuc chinh thic duoc st dung
trong nhiing budi 1&, cude hop trong thé.

1.Lé phuc, ctia nam can bg, cong chirc: quén tay, 4o so mi, ca vat.

2. L& phuc, ctia nit cén b, cong chire: bd 4o dai truyén théng

3. Péi v6i cén b, cong chuc 14 nguoi dan toc thiéu sd, trang phuc ngay
hdi dan tdc cling 14 1 phuc.

Piéu 7. Thé can b0, cong chirc

1. Can bg, cong churc phai deo thé khi thuc hién nhiém vu.

2. Mau thé va viéc quan ly, s dung thé d6i v6i can bd, cong chire thuc

hién theo quy dinh tai Quyét dinh s6 06/2008/QD-BNV ngay 22/12/2008 ctia Bo
truong Bo Noi vu.

Muc 2
TINH THAN VA THAI PQ LAM VIEC CUA CAN BO, CONG CHUC

Diéu 8. Tinh thin va thai d lam viée

Cén bg, cong chirc phai trung thanh véi Nha nudc Cong hoa x3 hoi chu
nghia Viét Nam; bao vé danh du T6 qubc va logi ich quéc gia; ton trong va tan
tuy phuc vu Nhén déan. Khi thyc hién nhiém vu, céng vu, can bg, cong chirc phai
y thire 18 vé chire trach, bon phan cua ban than, bao gom

- Phai sén sang nhan va nd luc hoan thanh tét moi nhiém vu dugc phan
cong; khong kén chon vi tri cong tac, chon viée d&, bo viée kho. Tﬁm'huyét, tan
tuy, guong mau lam tron chuc trach, nhiém vu duoc giao; khong vudng vao “tu
duy nhiém ky”.

- Phai ¢6 v thire to chite ky luat; sir dung cé hidu qua thdi gidr lam viée;
tranh hién tugng trung binh chu nghfa, 1am viéc qua loa, dai khai, kém hiéu qua;
nghiém chinh chip hanh ndi quy, quy ché cia co quan, td churc; chi dong phdi
hop trong thuc hién nhiém vu, cong vu.

- Khong dugc gay kho khan, phién ha, voi vinh, kéo dai thoi gian xu ly
cong viéc cla co quan, té chic va nguoi dan; khong tho o, vé cam, thiéu trach
nhiém trudc nhitg khé khan, biic xtc cia nguoi dan.

- Cén bg, cong chire, vién chire lanh dao phai cong tam, khach quan trong

st dung, danh gia can bd thudc quyén quan ly; khéng loi dung vi tri cong tac
dé bd nhiém ngudi than quen; chu dong xin théi gitt chirc vy khi nhén thiy ban

than con han ché vé nang luc va uy tin.



Muc 3
GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC

Didu 9. Giao tiép va ing xir

1. Can bo, cong chuc khi thi hanh nhiém vu phai thuc hién cac quy dinh
vé nhimng viéc phai lam va nhiing viéc khong dugc lam theo quy dinh cta phap
lut.

2. Trong giao tiép va Umg xu, can bg, cong chirc phai c6 thai d¢ lich su,
ton trong. Ngon ngir giao tiép phai rd rang, mach lac; khong ndi tuc, néi tiéng
long, quat nat.

Piéu 10. Giao tiép va @wng xir véi nhan dan

Trong giao tiép voi ‘ngudi dén, can bo, cong chuc phal tén trong, lang
nghe, tén tinh huéng dan vé quy trinh x{r ly cong viéc va giai thich cn k& nhiing
thic méc cua nguoi dan. Thuc hién “4 xin, 4 lu6én”: xin chao, xin 16i, xin
cam on, xin phép; ludn mim cuoi, luén nhe nhang, ludn ling nghe, ludn gitip dd.

Diéu 11. Giao tiép va tng xir voi dong nghiép

P&i v6i dong nghiép, can bo, cong chirc phai c6 tinh than hop tac, tuong
trg trong thuc hién nhiém vy, cong vu; khong beé phai gay mat doan két ndi bd
cua co quan, to chirc.

Didu 12. Giao tiép va ing xir véi lanh dao cip trén

Péi véi lanh dao cap trén, can bd, cong chire phai tudn thu thir bac hanh
chinh, phuc tung su chi dao, diéu hanh, phan cong cong viéc clia cap trén; khong
trén tranh, thodi thac nhiém vu; khéng ninh bo lay long vi dong co khong trong
sang.

Didu 13. Giao tiép va \rng xir v6i cap dudi

Cén bd gitr chic vu lanh dao, quan ly khong dugc duy y chi, ap dat, bao
thu; phai ton trong, lang nghe y kién cua cap dudi; guong mau trong giao tiép,
ung xu.

Diéu 14. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can b9, cong chirc phai xung tén, co quan,
don vi noi cong tac; trao doi ngan gon, tap trung vao ndi dung cong viéc; khong
ngat dién thoai dot ngdt.

Chuwong 111
BAI TRi CONG SO
Muc 1
QUOC HUY, QUOC KY

Diéu 15. Treo Qudc huy
Qudc huy dugc treo trang trong tai phia trén cdng chinh hodc toa nha

chinh. Kich ¢& Qubc huy phai phu hop véi khong gian treo. Khong treo Qudc
huy qua ct hodc hu hong.

Didu 16. Treo Qudc ky



1.Quéc ky duge treo noi trang trong trudc cong s& hodc toa nha chinh.
Qudc ky phai ding tiéu chuin vé kich thude, mau sic da duoc Hién phap quy
dinh.

2. Viéc treo quoc ky trong ca ¢ budi 18 va 18 tang tuan theo quy dinh vé
nghi 1 nha nude va t6 chirc 18 tang.

Muc 2
BAI TRi KHUON VIEN CONG SO

Diéu 17 . Bién tén co quan

1. Co quan phai c6 bién tén duoc gin tai cong chinh;

2. Viéc thé hién bién tén co quan thuc hién theo quy dinh tai Thong tu s6
05/2008/TT-BNV ngay 7/8/2008 ctia B6 Noi vu huéng dan vé bién tén co quan
hanh chinh nha nudéc.

Diéu 18. Phong 1am viée

1. Mbi phong lam viéc phai c6 bién tén ghi rd tirng bd phén, trén ban lam
viéc phai c6 bién ghl rd ho tén va chirc danh can bo, cong chire.

2. Viéc sip xép, bai tri phong lam viéc phai biao dam gon gang, ngin nép,
khoa hoc, hop ly.

3. Khong 1ap ban tho, thip huong, khéng dun, ndu trong phong lam viéc.

Picu 19. Khu vwe dé phwong tién giao thong

UBND xa b tri khu vuc dé phuong tién giao théng ctia can bo, cong chtrc
va cua nguoi dén giao dich, 1am viée. Khong thu phi gui phuong tién giao théng
ctia nguoi dén giao dich, lam viéc./.
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