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

XA THUQNG PINH DPgc 1ap - Tw do - Hanh phuc
S509 /QD-UBND Thwong Dinh, ngay 10 thang 01 nam 2024
QUYET PINH

V& viéc ban hanh Quy ché viin héa cong sé va quy tic ing Xir ciia can bd
cong chirc tai co quan UBND xia Thweng Pinh nam 2024

UY BAN NHAN DAN XA THUQNG PINH

Can cir Ludt Té chic chinh quyén dia phwong ngay 19 thang 6 nam 2015, Lugt
Stta dol bé sung mét sé diéu cua Ludt Té chizc Chinh pha va Ludt Té chizc chinh
quyén dia phwong ngay 22/11/2019;

Can cir Quyét dinh s6 129/2007 ngay 02/08/2007 cua Thui furéng Chinh phu vé
viéc ban hanh Quy ché véin héa cong sé tai cic co quan hanh chinh nha nuéc;

Can cir Quyét dinh s6 03/2007/0P-BNV ngay 26/02/2007 vé viéc ban hanh
Quy tdc #ng Xik cua can bé, cdng chize, vién chite 1am viéc trong bé may chinh
quyén dia phwong;

Theo dé nghj cua cong chire Vin phong - Thong ké xa.
QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché van hoa cong s& va quy
tac ang xu cua can bo cdng chic tai UBND xi Thuong Pinh.

Piéu 2. Lanh dao, can bd, cdng chirc, ngudi lao dong thuoc UBND xa Thuong
Pinh chiu trach nhiém thi hanh Quyét dinh nay ké tir ngay ky./. Fon

Noi nhan:

- Nhu Diéu 3;

- Lanh dao, cdng chirc chuy&n mon;
- Luu: VP.
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CHUONG I
NHUNG QUY PINH CHUNG.

Piéu 1. Pham vi diéu chinh va déi twong ap dung

1. Pham vi diéu chinh: Quy ché nay quy dinh vé trang phuc, giao tiép va tng
Xt cua can bo, cdng chirc, ngudi lao dong khi thi hanh nhiém vu, bai tri cong so tai
co quan va quy dinh vé phong cach va giao tiép cua cong dan dén lién hé cong tac
UBND x& Thugng Dinh.

2. Béi twong ap dung: Quy ché nay ap dung d6i véi cong chire, ngudi lao dong
thuoc UBND xa Thuong Pinh va cong dan dén lién hé cong tac tai co quan.

Piéu 2. Muc dich.

Viéc thuc hién van hoa céng s¢ nham muc dich bao dam tinh trang nghiém va
hiéu qua hoat dong cua cac can bg, cong chuc, vién chuc, nguoi lao dong thudc
UBND x4 Thuong Dinh; Xay dung phong cach tng xir chuan muc cua can bo, cong
chire, nguoi lao dong cua co quan trong hoat dong nhiém vy, cong vu, hudong téi muc
tiéu xay dung do6i ngii can bd c6 pham chét dao dwc tot, hoan thanh xuat sic nhiém
vu duoc giao.

Thuc hién cong khai cac hoat dong nhiém vu, cdng vu va quan hé xa hoi cua
can bd, cong chire, nguoi lao dong, néng cao y thuc trach nhiém cua can bo trong
cong tac.

La can cir dé co quan xir Iy trach nhiém khi can bo, cong chirc, nguoi lao dong
vi pham cac chuan muc xir sy trong khi thi hanh nhiém vy, cong vu, trong quan hé
x4 hoi, déng thoi 1a can ci dé nhan dan giam sat viéc chap hanh cac quy dinh phap
luat caa can b, cong chirc.

Piéu 3. Cac hanh vi bi cam:

1- Hat thudc 14, ké ca thude 1a dién tir trong phong lam viéc; phong hop, hoi
truong.

2- Str dung d6 udng o6 con tai cong sa, trong gio 1am viéc, ké ca gio nghi trua.

3- Quang cao thuong mail tai cong so;

4- Lap ban tho, thap huong trong phong lam viéc;

5- Khai th4c trén mang internet hoac tu cai dat vao may cac noi dung doi truy,
khong lanh manh.

6- Danh bac dudi moi hinh thic trong khudn vién tru s¢ lam viéc;

7- N6i to gay tiéng 6n anh huong dén ngudi khac trong khudn vién lam viéc cua

UBND x& Thugng Dinh.
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CHUONG 11
TRANG PHUC, GIAO TIEP VA UNG XU CUA CAN BQ, CONG
CHUC, NGUOI LAO PONG
Piéu 4. Trang phuc khi thuc hién nhiém vy, can bo, cong chirc phai mic trang
phuc, dau téc gon gang, lich su, di giay hodc dép c6 quai hau phi hop véi thoi tiét,
tinh chat cong viéc.
1.Trang phuc ngay lam viéc binh thuwong dwoc quy dinh nhw sau:
* Poi véi nam:
a) Mua hé: Mac quan au, 40 so mi, so vin;
b) Mua dong: Mic quan 4u, 4o so mi (hodc 4o len), 40 khoac ngoai.
* Poi Véi ni:
a) Mua hé: Mac quan au hoic vay dai, 40 so mi ¢ ve cd; O tay &o.
b) Muia d6ng: Mic quan au, hoic vay dai, vay zip cong sé, 4o so mi (hoic
ao len), 4o khoac ngoai.
2. Trang phuc lam viéc ngay Thar 2, Thar 4, Thir 6 trong tudn.
* Péi véi nam:
a) Mua hé: Mac quan au sim mau, 40 so mi mau trang, so vin;
b) Mua dong: Bo comple, 40 so mi trang, deo cravat
* Do V6i ni:
a) Mua hé: Vay zip cong so, 40 so mi trang.
b) Mua dong: Mac quan au sim mau, 40 so mi trang ¢ ve cd; co tay 4o.
Pieu 5. L& Phuc
Cac cudc hop bao gom: hop Hoi dong nhan dan, Pai hoi cdng nhan vién chie,
Pai hoi Bang bo, cac cudc hoi nghi tong két cong tac Pang, tong két co quan va céac
budi 18, cac cudc hop trong thé khac, can bo, cong chirc phai an mic 18 phuc. Cu thé:
* Péi véi nam:
a) Mua hé: Mac quan au sim mau, 40 so mi mau trang, so vin.
b) Mua dong: Bo comple, 40 so mi trang, deo cravat
* Do Véi ni:
a) Mua hé: Ao dai truyén thong.
b) Mua dong: Mic quan 4u Sim mau, 4o so mi trang ¢ ve cd; O tay &o
hoac Vay zip cng so, 40 so mi trang.
Piéu 6. Thé can b, cong chic, vién chic. Cong chirc, vién chie khi thi hanh
nhiém vu phai deo thé cong chuc.
Piéu 7. Giao tiép va ang Xtr.
1. Trong giao tiép va tng xtr, can bd va cdng chirc, ngudi lao dong phai
c6 thai do lich su, ton trong. Ngon ngir giao tiép phai rd rang, mach lac; khéng
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noi tuc, ndi tiéng 16ng, quat nat; khong duogc loi dung tu do ngdn luan dé noi
xau ngudi khéc, néi xau Pang va Nha nuéc.

2. Trong khi giao tiép, tng xir v&i nhan dan, can bo, cdng chuc phai nha
nhan, ling nghe y kién, giai thich, huéng dan rd rang, cu thé vé cac quy dinh
lién quan dén giai quyét cong viéc.

3. Nghiém cam viéc can bo, cong chiic ¢6 hanh vi, nhiing nhiéu, gay kho
khin, phién ha cho nhan dan.

4. Khi giao tiép qua dién thoai, can bo, cdng chic, phai xung tén, co
quan, don vi noi cong tac; trao ddi ngan gon, tap trung vao noi dung cdng viéc;
khdng ngit dién thoai dot ngot.

5. Van phong phai guong mau chap hanh, ddng thoi ¢é trach nhiém don
dbc, kiém tra viéc thuc hién nhiém vy, cdng vu cta can bd, cdng chirc, ngudi
lao dong trong co quan thuc hién nghiém tdc.

6. Trong cac hoi nghi, cudc hop, can bo, cong chirc khong dé dién thoai
di dong & ché do chudng, khong néi to trong trao doi dién thoai lam anh hudng
dén dai biéu tham dy hoi nghi. TUy theo tinh chat, ndi dung céc hoi nghi, cudc
hop, Van phong dé nghi cac dai biéu tham dy khong duoc st dung dién thoai
di dong.

CHUONG 111
BAI TRI CONG SO

Piéu 8. Bai tri cong sé.

1. Tai cac hoi truong, phong hop phai treo Qudc huy, Qudc Ky, tugng
Béac Ho6 dugc b tri theo diing nghi 18 quy dinh.

2. Quéc ky treo ngoai troi b tri tai trude tru s¢ nha lam viéc 2 tang tru
s& lam viéc UBND x4. Thuc hién treo Quéc ky thuong xuyén. Khi 14 Quéc ky
cil, rach, cong chic Vian hoa XH xa co trach nhiém thay thé 1a Quéc ky mai.

3. Viéc treo Quéc ky trong céac budi I, don tiép khach nudc ngoai va I8
tang tuan theo quy dinh vé nghi 18 nha nuéc va don tiép khach nuéc ngoai, to
chirc 1€ tang.

4. Quéc huy dugc treo trang trong trén dinh tru sé nha lam viéc 3 tang
tru s 1am viéc UBND x&. Kich ¢& Quéc huy phai phi hop voi khong gian
treo. Khong treo Qudc huy qua cii hoac bi hu hong.

Pieu 9. Phong lam viéc
1. Phong lam viéc phai c6 bién tén ghi rd tén bo phan trudc cira phong 1am
viéc. Tai ban 1am viéc phai c6 bién tén va chac danh caa can bd, céng chic.
2. Viéc siap xép, bai tri phong lam viéc phai bao dam gon gang, ngan nap, sach
sé, khoa hoc, hop ly, c6 y thic bao vé tai san cia Nha nudc, cua don vi, €0 Y thac.
trach nhiém trong viéc v¢ sinh chung trong co quan, cong s va noi cong cong.
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3. Can bo, céng chirc lam viéc ngoai gio hanh chinh, c6 trach nhiém béo vai
lanh dao UBND xa trudc khi lam viéc tai phong, nhung thoi gian khéng qué 22 gio
dém. Nghiém cam viéc can b, céng chirc, ngudi lao dong dwa nguodi ngoai co quan
khéng c6 nhiém vu lién quan vao phong lam viéc.

Piéu 10. Khu vire dé phwong tién:

1. Can b, cong chirc trong co quan phai ¢d trach nhiém dé phuong tién vao nha
dé xe caa UBND x&.

2. Can bg, cdng chirc, nguoi lao ddng trong co quan khi tham gia giao thong
bang phuong tién xe gan may yéu cau bat budc phai c6 mii bao hiém.

Piéu 11, Cong tac vé sinh mdi trwong.

Tat cac can bo, cong chirc trong co quan phai ¢6 y thuc gitr gin vé sinh moi
truong trong phong lam viéc va trong co quan. Co quan to chire lao dong mot tuan
mot 1an vao chiéu ngay Thtr Sau (trir truong hop dot xuat), tat ca can bo, cong chic,
vién chtic trong co quan déu phai tham gia lao dong, trir trudng hop di cong tac, tiép
dan hoic co cac cong viéc dot xuat khac.

CHUONG 1V.
CAC TO CHU'C, CA NHAN PEN CONG TAC TAI CO QUAN.

Piéu 12. Tat ca cac to chuic, ca nhan dén lién hé, giao dich, cong tac tai co quan
UBND xa phai thuc hién ding ndi quy ra vao co quan duoc niém yét tai nha lam
viéc cua UBND xa.

CHUONG V
TO CHUC THUC HIEN

Pieu 13. Lanh dao, can bo cong chite UBND x4 va céc to chirc, ca nhan lién
hé cong tac vai UBND x4 chiu trach nhiém trién khai thi hanh tét quy ché nay.

Piéu 14. Giao cho Ban chip hanh Céng doan Co sd x4 0 trach nhiém Hudng
dan, don doc, kiém tra viéc thuc hién quy ché nay.

Piéu 15. Trong qué trinh thuc hién co gi vudng mac Trong qué trinh to chirc
thuc hién, c6 gi vuéng mic, bao cao lanh dao UBND x4 dé xem xét, chi dao./.
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