UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

PHUONG HOAI TAN Déc 1ap - Tw do - Hanh phiic
So: 1480QDB-UBND Hoai Tan, ngayi1 thdng 0 nam 2021
QUYET PINH

vé viéc ban hanh quy ché vin hoa cong sé
cua Uy ban nhin din phwong Hoai Tan

Can cir Ludt t6 chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015,
Lugt sura dol bé sung mét sé diéu cua Ludt Té chizc Chinh phu va Ludt Té chirc
chinh quyén dia phwong ngay 22 thang 11 ndm 2019;

Can cur Ludt can bg, cong chize ngay 13 thang 11 nam 2008;

Can cir Quyét dinh sé 129/2007/0P-TTg ngay 02 thang 8 nam 2007 cua
Tha tuwéng Chinh phu ban hanh Quy ché vin héa céng so tai cic co quan hanh
chinh nha nuorc;

Can cir Chi thj s6 05/2008/CT-TTg ngay 31 thang 01 nam 2008 cua Thii
nirong Chinh phui vé viéc nang cao hiéu qud si dung thoi gio 1am viéc cua can bg,
cong churc, vién chie nha nuoc;

Xét dé nghj cia Van phong - Thong ké UBND phurong.

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy ché van héa cong sé cua
Uy ban nhéan dan phuong Hoai Tan.
Piéu 2. Quyet dinh nay c6 hiéu luc ké tir ngay ky.
Can ctr Quyét dinh va quy ché di ban hanh, can bo, cdng chic, ngudi lao
dong khong chuyén trach co quan, cac ban, nganh trong phuong, cac t6 chic va ca
nhan ¢ lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan: M-._U\BAN NHAN DAN PHUONG
- UBND thi x8 Hoai Nhon (b/c); /\WN"L)(,/ CHU TICH
- Phang Noi vu thi xa (b/c); & T

- TT. Pang uy phuong (b/c);

- TT. HDND phuong;

- TT. UBND phuong;

- UBMTTQVN phuong;

- Céc ban, nganh, doan thé phuong;
- Truong 07 khu phé: B
- Luu: VT. Nguyén Van Hiép



JWWHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
NB\HOAI TAN Poc lap - Tw do - Hanh phiic

QUY CHE VAN HOA CONG SO
cia Uy ban nhan dan phwong Hoai Tan
(Ban hanh kém theo Quyét dinh s614800D-UBND
ngay 11 thangl0 nam 2021 cua Uy ban nhan dan phwong)

CHUONG I:
QUY DPINH CHUNG

Piéu 1. Pham vi va doi twong diéu chinh

Quy ché nay quy dinh vé trang phuc, giao tiép va tng xir cia can by, cong
chire, va ngudi hoat dong khong chuyén trach cap xa (sau day goi la can bg, cong
chuc, nguoi lao dong) khi thi hanh nhiém vu, bai tri cong sé tai Uy ban nhan déan
phuong.

Piéu 2. Nguyén tic thuc hién vin hoa cong s&

Viéc thyuc hién vian hoa cong sé tuan thu cac nguyén tic sau day:

1. Ph hop Vvéi truyén thdng, ban sic vian hoa déan toc va diéu kién kinh té -
Xa hoi;

2. Phu hop véi dinh hudng xay dung doi ngii can bo, cdng chirc, vién chuac
chuyén nghiép, hién dai;

3. Phii hop Véi céc quy dinh cta phap luat va myc dich, yéu cau cai cach
hanh chinh, cha trrong hién dai hod nén hanh chinh nha nudc.

Piéu 3. Muc dich
Viéc thuc hién vin hoa céng s& nham cac muc dich sau day:

1. Bao dam tinh trang nghiém va hiéu qua hoat dong ctia cac co quan hanh
chinh nha nudc;

2. Xay dung phong cach ung xir chuan muc caa can bo, cong chuc, vién
chirc trong hoat dong cong vy, huéng téi muc tiéu xay dung doi ngii can bg, cong
chuec, vién chuc cé pham chat dao duc tot, hoan thanh xuat sac nhiém vu duoc
giao.

Piéu 4. C4c hanh vi bi cam
1. Hat thude 14 trong phong 1am viéc;

2. Str dung d6 udng c6 con tai cdng so, trir truong hop dugc sy dong Y ciia
lanh dao co quan vao cac dip lién hoan, l€ tét, tiep khach ngoai giao;

3. Quang cao thuong mai tai cong so.



Chuong I1

TRANG PHUC, GIAO TIEP VA UNG XU CUA CAN BQ, CONG
CHU'C, NGUOI LAO DONG

Muc 1
TRANG PHUC CUA CAN BQ, CONG CHU'C, NGUOI LAO DONG
Piéu 5. Trang phuc

1. Khi thyc hién nhiém vy, can bg, cong chuc, vién chac phai an mac gon
gang, lich su.

2. Can bg, cobng chirc, vién chuc cé trang phuc riéng thi thuc hién theo quy
dinh cta phéap luat.

Piéu 6. L& phuc

L& phuc cua can bo, cong chirc, nguoi lao dong la trang phuc chinh thac
duoc st dung trong nhitng budi 18, cudc hop trong thé, cac cudc tiép khach.

1. L& phyc ctia nam céan bo, céng chirc, ngudi lao dong: bd comple, 40 so mi,
cravat.

2. L& phuc cua nit can bo, cong chic, nguoi lao dong: 4o dai truyén théng,
bo comple ni.

Muc 2
GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC, VIEN CHUC
Piéu 7. Giao tiép va ing xir
Can bo, cong chirc, nguoi lao dong khi thi hanh nhiém vu phéi thuc hién

nghiém céac quy dinh vé nhung viéc phai lam va nhitng viéc khong dugc lam theo
quy dinh cua phép luat.

Trong giao tiép va tng xu, can bg, cong chirc, nguoi lao dong phai co thai
d6 lich su, tdn trong. Ngbn ngir giao tiép phai rd rang, mach lac; khdng noi tuc,
quat nat.

Piéu 8. Giao tiép va ing xir véi nhan dan

Trong giao tiép va ang xtr véi nhan dan, can b, cong chirc, nguoi lao dong

phai nhd nhan, Iang nghe y. kién, giai thich, huéng dan rd rang, cu thé vé cac quy
dinh lién quan dén giai quyét cong viéc.

Can by, cong chic, vién chitc khong duge c6 thdi do hach dich, nhiing
nhiéu, gy kho khan, phién ha khi thuc hién nhiém vu.

Piéu 9. Giao tiép va ing xir véi ddng nghiép

Trong giao tiép va (ng xtr véi dong nghiép, can bd, céng chuc, ngudi lao
dong phai c6 thai do trung thuc, than thién, hop tac.



piéu 10. Giao tiép qua dién thoai

Khi giao tlep qua di¢n thoai, can bo, cong chirc, nguoi lao dong phai xung
t€n, co quan, don vi noi cong tac; trao d6i ngan gon, tap trung vao ndi dung cong
viéc; khong ngat dién thoai dot ngot.

Trong cac cuoc hop, hoi nghi, can bo, cong chirc, nguoi lao dong pha1 dé
dién thoai & ché do rung. Truong hop can thiét phai nghe dién thoai thi can bg,
cbng chtrc va nguoi lao dong ra khoi phong hop dé giao dich va khong dugc lam
anh hudong toi cudc hop, hdi nghi va nhirg nguoi xung quanh.

Chuong II1
BAI TRI CONG SO
Muc 1
QUOC HUY, QUOC KY
biéu 11. Treo Qudc huy

Quéc huy dugc treo trang trong tai phla trén cong chinh hoic toa nha chinh.
Kich c& Qudc huy phai phii hop voi khdng gian treo. Khong treo Qudc huy qua cii
hoac bi hu hong.

Piéu 12. Treo Quéc ky

1. Quéc ky duoc treo noi trang trong truéc cong s hodc toa nha chinh.
Quéc ky phai dung tiéu chuan vé kich thudc, mau sac da dugc Hién phap quy dinh.

2. Vigc treo QUOC ky trong céc budi I&, I tang tuan theo quy dinh vé nghi I8
nha nudc va to chic 18 tang.

MUC 2
BAI TRI KHUON VIEN CONG SO
Piéu 13 . Bién tén co quan

Co quan phdi c6 bién tén duoc dit tai cong chinh, trén d6 ghi 1 tén goi day
du bang tiéng Viét va dia chi cia co quan.

Piéu 14. Phong lam viéc

Phong lam viéc phai co bién tén ghl rd tén bo phan, don vi trudc ctra phong
lam viéc. Trong phong 1am viéc phai c6 bién ho va tén, chiic danh can bo, cong
chire, nguoi lao dong.

Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngan nap, khoa
hoc, hop ly.

Khong Iap ban tho, thap huong, khong dun, nau trong phong 1am viéc.
Piéu 15. Khu vue dé phwong tién giao thong

Co quan co trach nhiém bd tri khu vuc dé phuong tién giao théng caa can
bo, cdng chiic, vién chirc va ciia ngudi dén giao dich, 1am viéc. Khéng thu phi gui



phuong tién glao thong cia ngudi dén giao dich, lam viéc. Khi dua phuong tién
vao nha xe, can bo, cong chuc, nguoi lao dong phai dé xe theo 1 chiéu, ngay ngan
theo hang, dam bao gon gang.

Can b, cong chuc, ngudi lao dong co quan va ngudi dan dén giao dich
khong duoc dé phuong tién trong khu vuce san trudc nha cbng s¢ lam mat my quan
Cua co quan./.
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