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Sb: 452 /QP-UBND Thirong Ninh, ngdy 22 thang 10 nam 2021
‘ ~ QUYET PINH ’
Ve viéc Stra doi bo sung mot so di€u quy ché Vian héa cong sé¢
x4 Thugng Ninh

UY BAN NHAN DAN XA THUQNG NINH

Can cir Ludt t6 chire chinh quyén dia phwong ngay 19/6/2015;

Can cir Chi thi s6 05/2008/CT-TTg ngay 31/01/2008 ciia Thii tuéng Chinh
phii vé viéc ndng cao hiéu qud sir dung thoi gio lam viéc ciia cdn bé, cong chike,
vién chirc nha nuoc;

Can cir Quyét dinh sé6 1847/0D-TTg, ngay 28/12/2018 cia Thi tuwéng
Chinh phii vé phé duyét d@é an van héa cong vu;

Can civ Chi thi s6 27/CT-UBND ngay 17/11/2011 ciia Chii tich UBND
tinh Thanh Hod vé ting cwong ky cwong, ky ludt hanh chinh, ndng cao trdach
nhiém cua can bo, cong chirc trong cdc co quan hanh chinh nha nuoc;

Can cir Cong vain sé 1428/UBND-NV ngay 13/11/2019 ciia UBND huyén
Nhuw Xudn vé thuc hién phong trao thi dua “Cdn bé, c¢ong chirc, vién chirc thi
dua thyc hién Van hoa cong so”,

Can cir Cong van so 1282/UBND-VHTT ngay 15/7/2021 cia UBND
huyén Nhw Xudn vé viéc trién khai Bé Quy tdc ing xir trén mang xa hdi theo
Quyét dinh sé 874/0P-BTTTT ngay 7/6/2021 cua Bé Thong tin va Truyén
thong;

Theo dé nghi ciia Cong chirc Vin hod — Xa héi UBND xd Thwong Ninh,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay "Quy ché Vin héa cong so "
tai UBND xa Thuong Ninh, gdm 5 Chuong 24 Diéu (c6 quy ché kém theo).

Piéu 2. Quyét dinh c6 hiéu luc ké tir ngay ky. Cac quyét dinh trude day
tréi voi quyét dinh nay déu bai bo.

Picu 3. Vin phong HDND-UBND, can bo, cong chirc; Can bd khong
chuyén trach; Trudng thon; Cac td chirc, ca nhan co lién quan chiu trach nhiém
thi hanh quyét dinh nay./.

Noi nhin: TM. UY BAN NHAN DAN
- UBND huyén (b/c); i
- Pang uy-HBND xa(b/c);

- UB.MTTQ,c4c doan thé (p/h);

- Nhur diéu 3 (t/h);

- 11 thon va co quan don vi lién quan (t/h);
- Luu: VT.




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

QUY CHE
Van hoéa cong sé xa Thuwgng Ninh
(Ban hanh kém theo Quyét dinh so: /ODP-UBND, ngay /10/2021
cua UBND xa Thuong Ninh)

Chuong I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi va d6i twong 4p dung

Quy ché nay quy dinh vé thoi gian 1am viéc, trang phuc, giao tiép va tmg
XU cua can b, cong chire, can bo khong chuyén trach va nguoi lao dong khi thi
hanh nhiém vy, bai tri noi cong sd; té chire tiép khach, quan 1y tai san, phuong
tién giao thong, ddm bao an ninh, an toan trong co quan;

Quy ché nay ap dung d6i véi can bd, cong chirc, can bo khong chuyén
trach, ngudi lao dong, nguoi dén giao dich 1am viéc tai co quan UBND xi
Thuong Ninh;

Picu 2. Nguyén tiic thwe hién viin héa cong sé

1. Phu hop véi truyén théng, ban sic van hoa dan toc va diéu kién Kinh té
- X3 hoi cua dia phuong;

2. Phu hop v61 dinh huéng xay dung doi ngii can bg, cong chirc, can bo
khong chuyén trach chuyén nghiép, hién dai;

3. Phu hop véi cac quy dinh cuaa phéap luat va muc dich, yéu cAu cai cach
hanh chinh, chu truong hi¢n dai hoa nén hanh chinh nha nuéc;

4. Pam bdo cong khai,minh bach, moi nguoi tu giac thuc hién;

Piéu 3. Muc dich va yéu ciu

1. Bao dam tinh trang nghiém va hi€u qué hoat dong cua co quan;

2. Xay dung phong cich tmg xtr chudn myc cta can b, cong chirc, nguoi
lao dong trong thyc thi nhiém vu, hudng t6i muc tiéu xay dung doi ngii can bo,
cong chtrc, can bo khong chuyén trach, ngudi lao dong c6 pham chat dao dirc
tot, 18 16i lam viéc nghiém tac, hoan thanh xuét sic nhiém vu duoc g1ao;

3. Tao moéi trudong van hda, van minh noi lam viéc, phat huy tinh than
doan két gin bo, tinh than trach nhiém cta can bo, cong chirc, can bd khong
chuyén trach;

4. Thyc hanh tiét kiém, chéng lang phi va quan 1y chit ché tai san cua co
quan, don vi;

5. Phan d4u co quan UBND x4, giit vitng danh hiéu hang nam.

6. La mot trong cac can ctr dé danh gia, xép loai dbi véi tap thé va can b,
cong chure, can bo khong chuyén trach, nguoi lao dong hang nam.

Piéu 4. Cac hanh vi bi cAm

1. Hat thudc 13 trong phong 1am viéc va trong khudn vién cong so;



2. Str dung ruou, bia, 46 uéng co con trong gi0 lam vi¢e, gio nghi trua cia
ngay lam viéc va ngay truc (ké ca héi nghi va tiép khdch budi tria).

3. b1 mudn, vé sém, lam viéc riéng, choi games, mang xa hdi...vv. trong
gio lam viéc

4. Quang cdo thuong mai, mua ban hang hoa trong co quan,;

4. Lap ban tho, tho cung trong phong lam viéc, hoat dong mé tin di doan;
danh bac trong va ngoai cong sd;

5. Mang chat d& chay, chat doc, chat gdy mui hoi ué vao trong tru so co
quan, phong lam viéc.

Chuwong 11
THOI GIAN LAM VIEC, TRANG PHUC, GIAO TIEP VA UNG XU CUA
CAN BQ, CONG CHUC, CAN BO KHONG CHUYEN TRACH VA
NGUOI LAO PONG

Muc 1
THOI GIAN LAM VIEC, TRANG PHUC CUA CAN BQ, CONG CHUC,
CAN BQ KHONG CHUYEN TRACH VA NGUOI LAO PONG

Pi¢u 5. Thoi gian lam viéce

1. Can bo, cong chirc, can bo khong chuyén trach dén co quan thyuc hién
nhiém vy pha chdp hanh nghiém tic, st dung c6 hiéu qua thoi gian lam viéc
theo quy dinh cua phap luat va ndi quy, quy ché cua co quan; khong st dung
thoi gio hanh chinh dé lam viéc riéng, khong di mudn, vé som.

2. Khi tham dy cac cudc hop, hoi nghi, hoi thao, can bo, cong chuc, can
bd khong chuyén trach phai thuc hién dung quy dinh vé ché do hop, hoi nghi,
hoi thao, tham gia day du, ding thoi gian va thanh phan theo yéu cau cua gidy
moi; chuan bi tai liéu, ho so va ¥ kién tham gia tai hoi nghi (Khuyén khich
chuyén tai lieu hoi nghi va dwoc chuyén truoc cho can bo, cong chirc, can bo
khong chuyén trach theo dwong internet, dia chi Email, gmail, Zalo, ... ).

Piéu 6. Trang phuc

1. Khi thuc hién nhiém vu, can b, cong chire, can bo khong chuyén trach
phai méc trang phuc gon gang, lich sy.

2. Khuyén khich co quan, don vi trang bi dong phuc cho can bd, cong
chtrc, can bo khong chuyén trach tai co quan, don vi minh.

3. Béi voi cong chire, can bd khong chuyén trach trong Ban chi huy Quén
su; Ban cong an x4, khi thi hanh cong vu, phai mic ddng phuc theo quy dinh;
phai tuan theo cac quy dinh cua phap luat va cac quy dinh hoat dong nghiép vu
cuia nganh.

4. P6i v6i nam va nit khong mic quan coc, a0 limg, 4o khong co ¢, 4o
khong co tay; quan 4o cé in cac loai hinh quang céo; khong di dép 1é trong gid
lam viéc.

Piéu 7. Lé phuc



L& phyc ctia can bo, cong chirc, can bo khdng chuyén trach 13 trang phuc
chinh thire duoc str dung trong nhitng budi 18, hoi nghi trong thé, cac cudc tiép
khach

1. L& phuc ctia nam: B6 comple, 40 so mi mau sang, cravat, di giay.

2. L& phuc cta nir: Ao dai truyén thdng hodc bo com 18 ni.

3. Pdi v6i céan bo, cong chire, can bd khong chuyén trach 1a ngudi dan toe
thiéu sb, trang phuc ngay hoi dan toc duoc coi 1a 1 phuc.

Piéu 8. Thé can bd, cong chirc, can bd khong chuyén trach

Can bg, cong chure, can bd khong chuyén trach phai deo thé khi thyc hién
nhiém vu (khi dwege cdp c6 tham quyén cdp thé).

Thé can bg, cong chirc, can bd khong chuyén trach phai c6 tén co quan,
anh, ho va tén, chtrc danh, sd hiéu cua can bo, cong chuc, can by khong chuyén
trach theo mau cua Bo Noi vu.

Muc 2
DPAO PUC, VAN HOA GIAO TIEP CUA CAN BQ, CONG CHUC, CAN
BOQ KHONG CHUYEN TRACH VA NGUOI LAO PONG

Picu 9. Giao tiép va ing xir

1. Can bg, cong chirc, can bd khong chuyén trach va ngudi lao dong khi
thi hanh nhiém vu phai thuc hién cac quy dinh vé nhitng viéc phai lam va nhiing
viéc khong duoc lam theo quy dinh cua phap luat.

2. Trong giao tiép va ung xu, can by, cong chirc, can by khong chuyén
trach phai co thai do lich sy, ton trong. Ngon ngir giao tiép phai rd rang, mach
lac; khong néi tuc, noi tiéng long, quat nat.

3. D1 lai nhe nhang, khong néi chuyén, cuotl dua to trong gio lam vigc;
trude khi bude vao phong lam viéc ctia nguoi khac phai go cua (Khi phong co
dong cuay).

4. Tuan thi B Quy tac ang xir trén mang xa hoi.

Picu 10. Khi giao tiép va wng xir véi nhin dan

1. Trong giao tiép va Gng xir v6i nhan dan, can bo, cong chirc, can bd
khong chuyén trach phai nha nhan, lang nghe y kién, giai thich, hudng din rd
rang, cu thé cac quy dinh lién quan dén giai quyét cong viéc.

2. Can bg, cong chirc, can bd khong chuyén trach khong duoc c6 thai do
hach dich, nhiing nhiéu, gay kho khan, phién ha khi thuc hién nhiém vu. Thuc
hién ba (3) khong: “khoéng hudng dan hd so qua mot 1an, khong nhiing nhidu,
khong tré hen”;

Piéu 11. Khi giao tiép va ing xir véi dong nghiép

Khi giao tiép va ung xu voéi déng nghi¢p, can bd, cong chuc, can bo
khong chuyén trach phai c6 thai do trung thuc, than thién, hgp tac, ton trong, c6
tinh than doan két, giup d& 13n nhau trong cong viéc va chia sé¢ khi gap kho
khan. Khi giao tiép v6i can bo lanh dao phai thé hién su ton trong, dting muc.

Piéu 12. Khi giao tiép qua dién thoai

Céan bd, cong chuc, can bo khong chuyén trach 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 ngodt. Pé dam bao giai quyét cong viéc, khi ¢ cudc dién
thoai cua lanh dao hodc cua can bg, cong churc, can bd khong chuyén trach dang
phﬁi hop giai quyét cong viéec ma chua thé nghe ngay thi phai goi lai ngay khi co
the.

Trong hoi nghi, phai tat may dién thoai hoac dé may & ché do rung, khi
can thiét phai ra ngoai phong hop, am luong nho, khong anh huéng dén cudc
hop.

Khi giao dich tryc tiép hoic bang vin ban hanh chinh hoic qua cac
phuong ti¢n thong tin (di€n thoai, thu tin, mang internet...) phai ddm bao thong
tin trao do6i trén co so luat phap, dung nodi dung cong viée can hudng dan, tra 10i.

. ChuongIIl
BAI TRI CONG SO

Picu 13. Treo Qudc huy

Quéc huy dugc treo trang trong tai phia trén toa nha UBND. Kich c&
Quéc huy phai phut hop vai khong gian treo. Khong treo Qudc huy qué cii hoic
bi hu hong.

Picu 14. Treo Quoc ky

1. Quéc ky dugc treo noi trang trong trudc cong s¢ hodc toa nha chinh try
s& UBND. Quéc ky phai ding tiéu chuan vé kich thudc, mau sic di duoc Hién
phéap quy dinh.

2. Viée treo Qudc ky trong cac budi 18 phai tuan theo quy dinh vé nghi 18
nha nudc.

Piéu 15. Treo anh hoic dit twong Chii tich H6 Chi Minh

Treo anh hodc dit tugng chi tich H5 Chi Minh ¢ hoi truong, phong tiép
khach phai thé hién trang trong, phu hop, ding quy dinh.

Picu 16. Bién tén co quan

- Bién tén tru s¢ UBND xa duoc dit trude toa nha chinh co quan UBND,
trén do ghi 1d tén goi day du bang tiéng Viét va dia chi ciia co quan; kich c& va
thé thtrc bién tén dugc thyc hién theo diing quy dinh.

- Bién tén cta co quan, don vi thudc UBND (néu c6 tru s riéng) duogc dit
tai cong chinh co quan, don vi; trén do6 ghi ro tén co quan chu quan (Uy ban
nhan dan x Thuong Ninh) bing tiéng Viét va tiéng Anh (néu c6) cia co quan,
dia chi co quan.

Piéu 17. Phong lam viéc

- Phong lam viéc 01 nguoi phai co bién tén ghi 0 tén don vi, ho va tén,
chtrc danh can bo, cong chirc; phong cé tir 02 ngudi trd 1én, phai cé bién tén
phong; tai ban lam viéc phai c6 bién tén va chtc danh ctia cén bo, cong chtc,
can by khong chuyén trach.

- Viéc sap xép, bai tri phong 1am viéc phai bao dam gon gang, ngan nap,
khoa hoc, hop 1ly. Can b9, cong chiic, can bd khong chuyén trdch va nguoi lao
dong trong timg phong co trach nhiém to chirc, sap xép tai liéu hd so dam bao
tinh khoa hoc va an toan.

Picu 18. Khu vue ngoai phong lam viéc trong cong sé



1. B6 tri gon gang, sach s€, dam bao v¢ sinh moi truong khu cong so; ¢
cong vao cd bién chi dan cu thé.

2. Can b9, cong chtrc, can bo khong chuyén trach phai c6 ¥ thirc gitr gin
vé sinh chung, khong viit rac bira bii, phai d rac ding noi quy dinh.

3. Thuc hién vé sinh cong so dinh ky.

) ] . o Cl}u’0’ng v .
TIEP KHACH, QUANOLY T?AI SAN, PHUON G TIEN GIAO THONG VA
DPAM BAO AN TOAN, AN NINH

Piéu 19. Tiép khach

Pbi véi to chire, cd nhan dén lién hé cong tac, Vin phong UBND tiép va
huéng dan khach dén bd phan ma khach yéu cau, khong lam anh huong dén
hoat dong chung cua co quan.

Nguoi dén lién hé cong tac phai an mdc gon gang, nghiém tic, co gidy to,
phai tuan theo su hudng din cua bd phan tiép don.

Khi ¢c6 cac doan khach dang ky lam viéc voi lanh dao xa hodc khach dot
xuat Van phong UBND xa c6 trach nhiém dén tiép va bao céo lanh dao xa dé
sap xép lich gap.

Picu 20. Quan ly tai san, phwong tién 1am viée

1. Tai san cua co quan do Van phong UBND x4 theo ddi, quan 1y. Phéi
hop véi Cong chirc Ké toan — Ngan sach x& tién hanh ra soat, kiém ké, danh gia
6 thang, 01 nam. Dé suit mua sdm bo sung (néu co) tranh trudng hop that thoat,
gdy lang phi; dam bao quan ly, su dung theo ding quy dinh.

2. Cac phong lam viéc dugc bd tri, trang thiét bi 1am viéc dé phuc vu
nhiém vu chuyén mén (ban, ghé, tii, may vi tinh, may in, diéu hoa, wifi, internet,
...). Can b0 trong cac phong phai chiu trach nhi€ém quan ly, st dung tai san,
khong tu y mang tai san ra khoi co quan. Néu tai san cta phong bi hu hong can
thong béo (bang vin ban) vé Vian phong UBND x& dé tong hop, béo céo trinh
Chu tich UBND xa phé duyé¢t stra chira, thay thé dam bao cho viéc phuc vu
nhiém vu cbng tac.

3. Tai san tai phong st dung chung ctua co quan (phong hop, hoi truong,
phong khach ...) bai tri cong so, giao cho Van phong UBND x&, chiu trach
nhiém quan 1y, néu hu hong phai tién hanh dé nghi stra chita, mua sam, b sung
kip tho.

Piéu 21. Ra vao co quan va quén 1y phwong tién giao thong

1. Co quan UBND c6 ndi quy ra vao co quan. Can bg, cong chire, can bo
khéng chuyén trach, nhan dan khi dén co quan phai xudng xe, tat may, thao
khin che mat, dé xe trong nha xe dung noi quy dinh, gon gang, ngan nip.

2. Quan ly phuong tién giao thong

- Co quan bd tri khu vuc dé phuong tién giao thong cia can bd, cong
chure, can bo khong chuyén trach va ciia nguoi dén giao dich, lam viéc.

- Can by, cong chure, can by khong chuyén trach dé xe dung noi quy dinh,
thuc hién ty quan trong viéc sip xép xe tai nha dé xe dam bao trat tu, ngan nip.



- Truong hop trong gid hanh chinh cua cac ngay lam viéc can by, cong
chtic, can bd khong chuyén trach, dé xe khdng dung noi quy dinh néu xay ra
truong hop mit xe, co quan khong chiu trach nhiém.

Piéu 22. Pam bao an toan, an ninh

1. Kiém tra thiét bi dién, nudc truée khi ra khoi phong lam viéc, nha tam,
phong vé sinh; thyc hién viéc tit hoan toan cac thiét bi dién trong phong lam
viéc khi khong str dung. Qua trinh thuc hi¢n nhiém vu phai lué6n dam bao an
toan lao dong, khong dé xay ra tai nan.

2. Try s& co quan phai cé ti€u 1énh va dung cu phong chay chita chay
khong dé xay ra chay, nd; can bd, cong chirc, can bd khong chuyén trach, lao
dong hop ddng trong co quan phai c6 ¥ thirc phong chdy, chita chay va thuc hién
nghiém tac ménh 1énh ctia Thi trudng co quan khi ¢ chay, nd xay ra.

4. Nang cao y thirc canh giac bao vé€ tai san co quan, tai san C& nhan,
khong dé Xay ra mat tai san.

Piéu 23. Can bo, cong chirc, can by khong chuyén trach, lao dong hop
dong phai nghiém chinh chap hanh cic quy dinh ctia phap luat, vé luat an toan
giao thong, nhat 1a an toan giao thong duong bo.

) Chwong V
TO CHUC THUC HIEN

Piéu 24. T6 chirc thue hién

1. Can bg, cong chirc, can bd khong chuyén trach va nguoi lao dong thudc
UBND x&@ Thuong Ninh cé trach nhiém quan triét va td chirc thuc hién, chu
dong phdi hop don ddc, kiém tra, theo ddi viéc thuc hién Quy ché nay.

2. Giao cho Van phong UBND x&, giap Chu tich UBND theo doi, don
déc, kiém tra, tong hop tinh hinh, dinh ky (6 thang, 01 nim) bao cao UBND x&
vé viéc thuc hién Quy ché van hoa cong so0.

3. Trong qua trinh thuc hién, néu c6 khoé khan, vudng mic, Can bo, cong
chtic, can bo khong chuyén trach va nguoi lao dong can kip thoi bao cao vé
UBND xa (Qua céng chirc Vin phong UBND) dé xem xét diéu chinh, bo sung,
hoan chinh Quy ché cho phu hop.

Cac ndi dung khac khong dé cap dén trong Quy ché nay, thuc hién theo
cac quy dinh hién hanh cua Phap luét.
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