UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA HONG THUQNG Doc 1ap - Tw do - Hanh phuc

QUY CHE
VAN HOA CONG SO CO QUAN HANH CHINH NHA NUOC TAI
UY BAN NHAN DAN XA HONG THUQNG
(Ban hanh kém theo Quyét dinh s6 20/0P-UBND ngay 22 thang 02 ndm 2023
ciia Uy ban nhan dan xd Hong Thuwong)

Chuong I
NHUNG QUY PINH CHUNG
Pi¢u 1. Pham vi va d6i twong diéu chinh

Quy ché nay quy dinh vé trang phuc, giao tiép va Gng x{r cia can bo, cong
chtrc, can bo khong chuyén trach khi thi hanh nhiém vy, bai tri cong s¢ tai cac co
quan hanh chinh Nha nudc tai Uy ban nhan dan xa Hong Thuong.

Piéu 2. Nguyén tic thwe hién vin hoa cong sé

Viéc thyc hién vin hoa cong s tudn thu cac nguyén tic sau day:

1. Phu hop véi truyén thdng, ban sic vin hod dan toc va diéu kién kinh té - xa
hoi cua dia phuong;

2. Phu hop v6i1 dinh huéng xay dung doi ngii can b, cong chirc chuyén nghiép,
hién dai;

3. Phu hop véi cac quy dinh cta phap luat va muc dich, yéu cu cai cach hanh
chinh, chu truong hién dai hod nén hanh chinh Nha nudc.

Picu 3. Muc dich

Viéc thue hién Quy ché vin hoa céng s& nham cac muc dich sau day:

1. Pam bao tinh trang nghiém va hi¢u qua hoat dong ctuia cidc co quan hanh
chinh Nha nudc;

2. Xay dung phong cach tmg xr chuian muc cta can bd, cong chuc, cong dan
trong hoat dong cong vu, hudng té1 muc tieu xay dung doi ngili can bd, cong chirc, co
pham chat dao dtrc tot, hoan thanh xuat sac nhiém vu duogc giao.

3. La can cur d€ co quan xur 1y trach nhiém khi Can b0, cong chirc vi pham cac
chuan muc xu su trong khi thi hanh nhiém vy, cong vy, dong thoi 1a can cir @€ nhan
dan gidm sat viéc chap hanh phap luat ctia can bo, cong churc.

Dieu 4. Cac hanh vi bi cam



2

1. Hat thudc 13 trong phong hop va phong 1am viéc;

2. vao co quan sau khi da uong rugu, bia hoac thirc udng c6 con; trong gio lam
viéc str dung thirc uong co6 con, trur truong hop dugce su dong y cua lanh dao co quan
vao cac dip lién hoan, 1€ tét, ti€p khach.

3. T6 chirc quang co thuong mai trong khudn vién cong sg.
4. Lap ban thd, thip huong, dun, niu trong phong lam viéc.
Chuong I1

THOI GIAN LAM VIEC, TRANG PHUC, GIAO TIEP VA UNG XU CUA CAN
BOQ, CONG CHUC

Muc 1. THOI GIAN LAM VIEC

Quy dinh ché d6 tudn lam viéc 40 gid trong 5 ngdy tir thir hai dén tht 6 hang
tuan, nghi ngay thir bay va chu nhét hang tuan doéi voi can b, cong chirc va nguoi lao
dong trong co quan.

Budi sang: Tir 8 gio 00 phit dén 11 gid 30 phit.

Budi chiéu: Tir 13 gio 00 phat dén 17 gid 30 phuit.

Pbi yé’i b phan tiépq nhafm‘ va tra két qua hf} s0 x3 lam viéc budi sang bat dau tir
7 g6 30 dén 11 gio 30, budi chiéu tir 13 gio 00 dén 17 gio 00.

Muc 2. TRANG PHUC CUA CAN BQ, CONG CHUC

Piéu 5. Trang phuc

1. Khi thyc hi¢n nhi€ém vy, can bg, cong chirc phai an mac gon gang, lich sy;

2. Can bg, cong chirc c6 trang phuc riéng thi thuc hién theo quy dinh ctua phap
luat.

Piéu 6. L& phuc

L& phuc cua can bd, cong chuc 1a trang phuc chinh thic duoc sir dung trong
nhirng budi 1€, cudc hop trong thé, cac cudc ti€p khach.

1. Lé phuc ctia nam can bg, cong chirc bd comple, 40 so mi, cravat.
2. Leé phuyc cta nit can bd, cong chirc: 4o dai truyén thong, bd comple nir.

3. P6i v6i can bg, cong chire 1a ngudi dan tdc thicu sb, trang phuc truyén thong
dan toc minh ciing duoc coi la 1€ phuc.

Dieu 7. Thé can bg, cong chirc

1. Can bg, cong chirc phai deo thé khi thyc hi¢n nhiém vu.
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2. Thé cén bg, cong chl’{c phai c6 tén co quan, anh, ho va tén, chuc danh, )
hi€u ctia can b, cong chirc. Mau thé va cach deo thé thuc hién theo quy dinh cua Bd
NoOi1 vu.

Muc 2. GIAO TIEP VA UNG XU CUA CAN BQ, CONG CHUC

Piéu 8. Giao tiép va ing xir

Can bo, cong chirc khi thi hanh nhiém vu phai thuc hién cac quy dinh vé nhirng
viéc phai lam va nhiing viéc khong dugc lam theo quy dinh cua phap luat.

Trong giao tiép Gmg xir, can b, cong chirc phai co thai do lich su, nha nhin,
van minh, ton trong. Ngon ngir giao tlep phai chuin muc, rd rang, mach lac; khong
noi tuc, noi tleng long, quat nat, no1 1é6n tleng

DPicu 9. Giao tiép va wrng xi voi nhan dan
Trong giao tlep va ung xu voi nhan dan, can by, cong chirc phai gan glii voi

nhan dan, nhi nhan, lang nghe y kién, giai thich, huéng dan 16 rang, cu thé vé cac quy
dinh lién quan dén giai quyét cong viéc.

Car} b0, cong chirc khong duoc céd thai d§ hach dich, nhiing nhiéu, gay kho
khan, phién ha khi thyc hién nhiém vu.

Piéu 10. Giao tiép va ing xir véi dong nghiép

Trong giao tiép va ung xtr vi dong nghiép, can bo, cong chiic phai lang nghe,
c6 thai d6 trung thuc, than thién, hop tac, hoa dong, chan tinh, phai gitr gin uy tin cho
co quan, dong nghiép.

Piéu 11. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can bg, cong chure, phai xung tn, co' quan, don vi
noi cong tac; trao doi ngan gon, tip trung vao ndi dung cong viéc; khong ngat dién
thoai dot ngot.

Chuong 111
BAI TRI CONG SO

Muc 1. QUOC HUY, QUOC KY
Piéu 12. Treo Qudc huy

Quéc huy dugc treo trang trong tai phia trén cong chinh hoic toa nha chinh.
Kich c& Qudc huy phai phu hop voi khong gian treo. Khong treo Qudc huy qua cii
hodc bi hu hong.

Pi¢u 13. Treo Quoc ky
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1. Qudc ky dugc treo noi trang trong trudc cong sé hodc toa nha chinh. Quéc
ky phai dung ti€u chuan vé kich thudc, mau sac da dugc Hién phap quy dinh.

2. Vige treo Qudc ky trong cac budi 1&, don tiép khach,... dung theo quy dinh vé
nghi 1€ Nha nudec.

Muc 2. BAI TRi KHUON VIEN CONG SO
Diéu 14. Bién tén co quan

Co quan phai c6 bién tén duogc dit tai cong chinh, trén d6 ghi rd tén goi dy du
bang tiéng Viét va dia chi cua co quan.

Céach thé hién bién tén co quan thuc hién theo quy dinh ctia Bo Noi vu.
Piéu 15. phong 1am viéc va Vé sinh khudn vién co quan

Phong lam viéc phai c6 bién tén ghi rd tén don vi, ho va tén, chirc danh cén bo,
cong chtc.

Viéc sap xép, bai tri phong 1am viéc phai bao dam gon gang, ngin nap, khoa
hoc, hop 1y.

Céan bg, cong chirc phai c6 ¥ thuc gilr gin v¢ sinh moi1 truong trong phong lam
viéc va trong co quan

Tuy theo nhu cau thuc té, dot xuat, co quan c6 thé huy dong doan vién cong
doan, can bd, cong chure t6 chic lam vé sinh trong khudn vién co quan.

Pi¢u 16. Khu vuc dé phuwong tién giao thong

Co quan c6 trach nhiém b6 tri khu vuc dé phuong tién giao théng cua can bo,
cong chire va ctia ngudi dén giao dich, 1am viéc. Khong thu phi giri phuong tién giao
thong ctia nguoi dén giao dich, lam viéce.

Chuong IV
TO CHUC THUC HIEN

Piéu 17. Trach nhiém ciia Chi tich UBND xi

1. Chu tich UBND x4, c6 trach nhiém quén triét, trién khai thuc hién nghiém
Quy ché nay dén céan bd, cong churc thudc quyén quan 1y.

2. Kiém tra, giam sat, to6 chtrc danh gia va kiém di€ém vi¢c thuc hién; dua viéc
thuc hién Quy ché nay vao ti€u chi dé danh gia, phan loai hang nam ctia can bd, cong
chtrec.

Diéu 18. Trach nhiém cia can b, cong chire

1. Can b9, cong chire, ngoai viéc thuc hién nghiém quy dinh phap luat, quy ché,
ndi quy cua co quan; can nam vimng, thyc hién dung, day du va van dong, giam sat,
nhic nhé dong nghiép cung thyc hién cac quy dinh ciia Quy ché nay.
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2. ij ban Mit tran T quéc Viét Nam x4, cac doan thé chinh trj - x3 hoi van
dong doan vién, hoi vién ctia minh tich cuc huong ung, thuc hién Quy ché nay cua
Chu tich Uy ban nhan dan xa.

Pi¢u 19. Khen thuéng, ky luat

1. Can b0, cong chirc thuc hién t6t Quy ché nay s€ dugc xem xét biéu duong,
g6p phan t6t trong viéc danh gid, phan loai can by, cong chirc cudi nam.

2. Céan bd, Cong chirc vi pham cac quy dinh tai Quy ché nay, tiy mirc do, s& bi
nhic nho, phé binh cong khai tai co quan. Truong hop vi pham nghiém trong s€ bi
xem Xét, danh gia, phéan loai can bg, cong chirc cudi ndm hoac xur Iy ky luét theo quy
dinh cua phap luat.

Diéu 20. Didu khoan thi hanh

Quy ché nay dugc pho bién cac ban, nganh thuéc UBND xa. Trong qua trinh t6
chtrc thuc hién, néu c6 van dé phat sinh, cac ban, nganh doan thé thong bao vé Vian
phong Uy ban nhan dan xi dé tong hop, trinh UBND x4 xem xét diéu chinh cho phu
hop véi quy dinh cta phéap luat va tinh hinh thuc té cta xa./.



