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$6: /64 /Qb - UBND P. Trung Vwong, ngay K thang § nim 2021
QUYET PINH

Ban hanh Quy ché Vin héa cong sé va chuin muc @ng xir ciia
Can b, cong chirc, ngwoi hoat dong khong chuyén trach UBND phuong
Trung Vwong, TP Thai Nguyén

UY BAN NHAN DAN PHUONG TRUNG VUONG

Céin cir Ludt Té chire chinh quyén dia phirong ngay 19/6/2015;

Can cir Quyét dinh s6 129/2007/0B-TTG ngay 02/8/2007 cia Thii tuéng Chinh
phii ban hamh quy ché van héa cong s6 tai céc co quan hanh chinh nha nudce;

Cén cir Quyét dinh s6 1847/0P-TTg ngay 27/12/2018 cia Thii tuéng Chinh
phii vé viéc phé duyét Dé dn Vin héa cong vu;

Céin ctr Chi thi s6 20/CT-UBND ngay 09/6/2016 ciia UBND tinh vé tang cuong
ky ludt, ky cuong trong cdc co quan hanh chinh nha nudc tinh Thai Nguyén,

Can cu Quyé} dinh s6 156/0D-UBND ngay 08 thdng 8 ndm 2021 cua
UBND phuong Trung Vuong vé ban hanh quy ché hoat dong UBND phuong
nhiém ky 2021 -2026,

Xét dé nghi ciia céng chire Vin héa - phuong héi, Céng chitc Vin phong
UBND phuwong Trung Vwong,

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay Quy ché Vin hoa cong sé va
chuén muc tmg XU clia cdn bd, cdng chirc, nguoi hoat dong khong chuyén trach,
nguoi lao dong thude Uy ban nhan dan phuong Trung Vuong.

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

Piéu 3. Can bd, cong chirc, ngudi hoat dong khong chuyén trach, ngudi lao
dong lam viéc trong co quan UBND phuong, cac td chitc va ca nhéan c6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

QUY CHE
Vin héa cdng s& va chuin mue &ng xir ciia
Can b9, cong chire, ngudi hoat dong khong chuyén trach thugc UBND
phuong Trung Vwong, TP Thai Nguyén _
(Ban hanh kem theo Quyét dinh so .,%’/QB- UBND ngdyog {thang yndm 2021
cua UBND phwong Trung Vieong)

Chuwong I:
QUY PINH CHUNG

Pidu 1. Pham vi va doi twong diéu chinh.

Quy ché nay quy dinh vé trang phuc, giao tiép va tmg xir clia can bd, cong
chitc, can bd khéng chuyén trach khi thi hanh nhiém vu va cong tdc bai tri tai co
quan Uy ban nhan dén phuong.

Pidu 2. Nguyén tic thue hién Quy ché vin hoa cong sé.

Viéc thuc hién Quy ché van hoa cong s& tuan thu cac nguyén tic sau day:

1. Phi hop véi truyén théng, ban sic van hoa dan toc va diéu kién kinh t€ xa
héi cia dia phuong.

2. Phu hop véi dinh hudng x4y dung doi ngli can bg, cong chuc 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 héa nén hanh chinh Nha nude.

Piéu 3. Muc dich thye hién Quy ché viin héa cong sé.

Viéc thuc hién Quy ché vin hoéa cong s& nham cac muyc dich sau day:

1. Bao dam tinh trang nghiém va nang cao hiéu qua hoat dong cta co quan
hanh chinh Nha nudc;

2. Xay dung phong céach tng xur chuin muc cta can bo, céng chirc, can bd
khong chuyén trach va nguoi lao dong trong hoat dong cobng vu, hudng t6i muc
tiéu xay dung doi ngii can bg, cong chire, can bd khong chuyén trach co phém chét
dao dirc tdt, hoan thanh xudt séc nhiém vu dugc giao.

Pidu 4. Cac hanh vi bi cAm.

1. Khong hut thudc trong phong lam viéc; khong c6 khoi thudc trong khu
VUuc co quan.

2. Khéng dugc str dung dd ubng co6 con tai co quan, trir truong hop duge su
ddng ¥ ctia lanh dao co quan vao céc dip lién hoan, 12 tét, tiép khach ngoai giao;



3. Khong quang céo thuong mai tai co quan, ban hang tai co quan, ké ca trén
mang x4 héi trong gio hanh chinh

4. Trong gio hanh chinh hang ngay, trudng hop can bo, cong chirc, can bd
khéng chuyén trach va nguoi lao dong clia co quan udng ruou va say rugu, bia tu
nha dén co quan lam viéc thi UBND phudng yéu cau vé nha nghi, dong thoi nhéc
nho. Néu téi dién phai lam kiém diém c& nhan va phai chiu hinh thire xi Iy ky luat
thich dang theo quy dinh.

Chuong II:
Ché dj lam viée, trang phuc, giao tiép va rng xiur

Dicu 5. Ché d va thoi gian lam viée

Can b9, cdng chuc, can by khong chuyén trach thuc hién nghiém gio lam viéc
theo quy dinh, c6 mat ding gio tai co quan, khong di muén vé sém, khong sir dung
thot gian lam viéc vao viéc riéng, khong bat loa nghe nhac, choi game 1am anh hudng
dén nguoi khéc, dam bao thoi gian 1am viée 8 tiéng chat luong, hiéu qua.

Phai ¢6 y thire 1am viéc nghiém tic, doan két, than thi€n; moi hoat ddng c4 nhan
trong gi&r lam viéc can dam bao khong anh hudng dén cong viée ctia nguoi khac

Piéu 6. Trang phuc.

1. Khi thyc hién nhiém vu, can bd, céng chirc va nguoi lao dong phai dn
mac gon gang, lich sy, sach s€, di gidy hoac dép c6 quai hau

2. Khong mic quan 4o ngt nhau nat, khong mic quan éng cao hon mét ca
chan ( quan ngb, quan sooc), 4o phong, di dép Ié trong nhiing bubi 1&, cude hop
trong thé, céc cude tiép khach.

Trong mot sb truong hop s& c6 théng bdo trude vé six dung 1& phuc nhu
trong céc budi 18, budi hop trang trong, cac cudc tiép khach cu thé:

-Lé phuc cia Nam cén b, céng chirc, can bd khoéng chuyén trach: Bd
comple, 40 so mi, cavat.

- L& phuyc cta Nit can bg, cong chirc, can bd khéng chuyén trach: Ao dai
truyén théng hodc bd comple nit.

MUC 2:
GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC, CAN BO KHONG
CHUYEN TRACH VA NGUOI LAO PONG

Piéu 7. Giao tiép va irng xir.

Can b9, cong chirc, can bo khong chuyén trach va nguoi lao dong khi thi
hanh nhiém vu phéi thyc hién nghiém céc quy dinh vé nhiing viéc phai lam va
nhiing viéc khong dugc 1am theo quy dinh ctia Phép luét va Quy ché lam viéc cua
co quan.Trong giao tiép va Gng xit, can bd, cong chire, can bd khéng chuyén trach



va nguoi lao dong phai c6 thai do lich sy, ton trong moi nguoi. Ngon ngit giao tiép
phai rd rang, mach lac; khong noi tuc, quat nat.

Didu 8. Giao tiép va iing xir véi nhan dan.

Trong giao tiép va ing xu voi nhan dan, can bg, cong churc, phai nhad nhan,
ling nghe v kién ddy du va giai thich, hudéng dan rd rang, cu thé vé cac quy dinh
lién quan dén giai quyét cong viéc dé nhan dan thuc hién ding quy dinh.

Can bg, cong chirc, can bo khong chuyén trach khong dugce cé thai d6 hach dich,
nhiing nhiéu, gay khé khén, phién ha khi thuc hién nhiém vu d6i v6i nhan dan.

Piéu 9. Giao tiép va g xir véi dong nghiép.

Trong giao tiép va ung xur voi dong nghiép, can bd, cong chirc, can bod
khong chuyén trach phai co thai do trung thuc, than thién, hop tac tao su théng
nhét trong cong tac dé cting nhau hoan thanh t&t nhiém vu chung.

Piéu 10. Giao tiép qua dién thoai.

Khi giao tiép qua dién thoai, can bd, cong chirc, can bd khong chuyén trach
phai xung tén, co quan, don vi noi cong tdc; trao d6i thong tin ngén gon, tap trung
vao ndi dung cdng viéc; khong ngét dién thoai dot ngot.

Trong cac hdi nghi, Can b, cong chitc phai dé dién thoai & ché do rung. Trong
trudng hop can thiét phai nghe dién thoai thi CBCC ra ngoai hdi truong dé giao dich va
khong dugce lam anh huong téi hoi nghi cling nhu nhitng ngudi xung quanh.

Chuong I1I
BAI TRi CONG SO
MUC 1:
Treo Quéc huy va Qudc ky

Piéu 11. Treo Quoc huy.

Quéc huy duge treo trang trong tai phia trén trudc tda nha chinh. Kich c&
Qudc huy phai pht hop véi khong gian treo. Khong treo Quéc huy qua cii hodc bi
hu hong.

Piéu 12. Treo Quéc ky.

Quéc ky dugc treo trang trong tai phia trén trudc toa nha chinh. Quéc ky phai
dting tiéu chuan vé kich thude, mau sic da duogc Hién phéap Nha nuéce quy dinh.

MUC 2:
Bai tri khuon vién cong s&

Piéu 13. Bién tén co quan.

Co quan phai c6 bién tén dugc dit tai cong chinh, trén dé ghi 15 tén goi dy
du bang tiéng Viét va dia chi cua co quan.

Piéu 14. Phong lam viéc.

‘



Phong lam viéc phai co bién tén bd phan, don vi, chic danh trudc cura
phong. Trong phong phai c6 bién ho va tén, chitc danh can bd, cong chuec.
Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngan nép, khoa hoc,
hop ly. Khong 14p ban tho, thip huong, khéng néu an trong phong lam viéc.

Piéu 15. Khu vuc dé phwong tién giao thong.

Cén by, cong chirc va ngudi dén giao dich phai dé xe gon gang, ding noi
quy dinh ctia co quan. phai dé xe dung chiu, ngay ngén theo hang, khong dugc dé
xe 16n x0n.

Piéu 16. Thuc hién lich 1am viéc; biao dam trét tw cong cong va giir vé
sinh moi trwdong tai cong sa.

MJi can b, cong chirc va nguoi lao dong phai chdp hanh nghiém tuc gid
gidc lam viéc hanh chinh hiang ngay theo lich 1am viéc mua hé, mua déng cta co
quan da quy dinh.

Trong gio hanh chinh, can b, cong chirc nguoi lao dong cling nhu cac tb
chirc, cong dan dén giao dich tai cong s& phai bao dam trat tu céng cong noi lam
viéc cua co quan; moi nguoi phai luén néu cao y thirc trach nhiém trong viéc giilr
gin canh quan va bao dam vé sinh moéi truong khu vuc céng sé sach sg, tham gia
lao dong day du theo quy dinh chung ctia co quan hang tuan.

Céc phong lam viéc cua can bd, cong chirc phai tu ddm bao cong tdc vé€ sinh
hﬁng ngay tai noi lam viéc (trir cac phong cuia lanh dao da hop ddng bao vé don dep).

Piéu 17: Hiéu lwe thi hanh:

Quy ché nay di duoc 100% cén bo, cong chirc, can bd khéng chuyén trach
du hop nhat tri thong qua tai cudc hop ngay 26 thang 8 nam 2021. Néu ¢ thay ddi,
bd sung diéu khoan nao phai dugc it nhat 2/3 thanh vién biéu quyét nhat tri va
duoc su phé duyét cia UBND phuong Trung Vuong mdi 6 gid tri.

Quy ché c6 hiéu lyc thi hanh ké tir ngay ky. Quy ché dugc giri dén cc dong
chi can bo, cong chirc, can bo khong chuyén trach phuong Trung Vuong va bao
céo BTV Pang ty; TT HDND dé kiém tra gidm st viéc thuc hién./.
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