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Can cu cdc Quyet dinh ciia Thu tudng Chink phit: so 129/2007/QD-TTg ngay 
02/8/2007 ban hanh Quy che van hoa cong so tqi cdc co' quan hanh chink nhd nude; 
so 1847/QD-TTg ngay 27/12/2018 ve viecphe duyet De an Van hoa cong vu;

Can cu Quyet dinh so 03/2007/QD-BNV ngay 26/02/2007 ciia Bo Noi vu 
ve viec ban hanh Quy tac ling xu cua can bo, cong chive, vien chive lam viec 
trong bo may chinh quyen dia phuemg;

Can civ Quyet dinh so 01/2020/QD-UBND ngay 08/01/2020 ciia UBND 
tinh Hung Yen ban hanh Quy dinh ve van hoa cong vu ciia can bo, cong chive, 
vien chive, nguai lao dong trong cdc co quan hanh chinh nhd nude, don vi su 
nghiep cong lap tinh Hung Yen;

Can civ Quyet dinh so 08/QD-SNV ngay 03/02/2020 ciia So■ Noi vu ban 
hanh Quy che lam viec cua So Noi vu tinh Hung Yen;

Theo de nghi ciia Chanh Van phong So.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che van hoa cong so cua 
So Noi vu tinh Hung Yen.

Dieu 2. Quyet djnh nay co hieu luc ke tu ngay ky.

Dieu 3. Chanh Van phong, Chanh Thanh tra, Truong cac phong, ban, chi cue 
thuoc va true thuoc So; cong chuc, vien chuc, ngudi lao dong thuoc So Noi vu tinh 
Hung Yen chin trach nhiem thi hanh Quyet dinh nay.1.1/2

Noi nhan:
- UBND tinh (de b/c);
- Nhir Dieu 3;
- Lanh dao Sd Noi vu;
- Cong thong tin dien tu SNV;
- Luu: VT, VP.

Le Quang Hoa





UBND I'iNH-IlUNG YEN 
SO NOl VEQ

CONG HOA XA HOI CHU NGH1A VIET NAM 
Doc lap - Tu clo - Hanh phuc

V ■ \ NO I VU , .jj OUY CHE
Van hoa cong so' ciia So’ Noi vu tinh Hung Yen

(Kem tfteo Qm >et dinh so 4f$L ,'QD-SNV ngay yiol thcmg Snam 2020
cua Giam doc So’ Noi vu)

Chuong I

NHUNG QUY DINH CHUNG
•\ y r

Dieu 1. Pham vi dieu chinh, doi tuong ap dung

1. Quy che nay quy (tinh ve thoi gian, trang phuc, tinh than, thai do lam 
viec, su dung phu’ong tien, tai san cong vu, each bai tri tai cong so'; dong thoi 
quy dinh ve chuan myc giao tiep, img xii- cua cong chu’c, vien chuc, ngu'O'i lao 
dong dupe ley ket hop dong theo quy dinh tai Nghi dinh so 68/2000/ND-CP 
ngay 17/11/2000 cua Chinh phii (sau day goi tat la cong chuc, vien chuc, ngu’di 
lao dong) cua So Noi vu tinh Hong Yen.

2. Quy che nay ap dung doi vdi cong clroc, vien chuc, ngodi lao dong 
dang lam viec tai co quan So’ Noi vu va cac ca nhan, to choc den lien he cong 
tac tai So.

Dieu 2. Muc dich

1. Bao dam tinh nghiem tuc, licit so, nang cao hieu qoa boat dong ciia So 
Noi vu va cac don vi thuoc, true thuoc So.

2. Xay dong phong each dng xd chuan muc cua doi ngu cong choc, vien 
choc, ngodi lao dong thuoc So trong hoat dong cong vu nhant xay dong dpi ngu 
cong choc, vien choc, ngodi lao dong co pliant chat dao doc, cong tarn, khach 
quan, chuyen nghiep, tan tuy, dung vai tro, tron trach nhiem vdi cong viec; co 
tinh than, y thde loon phan dau de hoan thanh xuat sac nhiem vu dope giao.

3. Tao moi trodng van hoa, van minh, hien dai cong so; phat huy tinh than 
doan ket, gan bo ciia moi cong choc, vien elide, ngodi lao dong trong co quan 
doi vdi cac moi quan he cong tac nham nang cao nang lpc, trach nhiem. uy tin 
cua co quan So Noi vu.

Dieu 3. Nguyen tac thirc hien

1. Phii hop vdi cac quy dinh ciia phap luat va muc dich, yeu cau ve cai 
each hanh chinh, chu troong hien dai hoa nen hanh chinh nha node.
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2. Phu hop vdi dinh huong xay dung doi ngu cong chuc, vien chuc, 
ngudi lao dong So Noi vu chuyen nghiep, hien dai, co trinh do chuyen mon 
cao, pham chat dao due tot, het long phung sir To quoc, phung sir nhan dan.

3. Phu hop vdi net van hba truyen thong, ban sac van hba dan toe, dac 
biet phu hop voi truyen thong van hoa cua o4ue huong Hung Yen van hien, 
each mang; phu hop vdi chuc nang, nhiem vu cua So va dieu kien vat chat cua 
co quan.

Dieu 4. Cac hanh vi bj cam

1. Hut thuoc la tai noi lam viec; su dung do uong co con ngay trude, 
trong gid lam viec va nghi giu’a gid lam viec, ngay true.

2. Su dung gid lam viec de lam viec rieng (choi dien tu, su dung cac 
thiet bi giai tri ca nhan khac, quang cao thuong mai, tiep thi ban hang, mua ban 
hang hoa,...).

3. Tham gia, to chuc, loi keo ngudi khac danh bac, choi ho, hui, 16, de va 
cac te nan xa hoi khac dudi moi hinh thuc.

4. Lpi dung chuc vu, quyen han dupe giao de gay nhung nhieu, phien ha, 
true loi, keo dai thdi gian khi xu ly, giai quyet cong viec cua co quan, to chuc 
va ngudi dan; thd o, vo cam, thieu trach nhiem trude nhung lend khan, buc xuc 
cua ngudi dan.
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5. Su dung tai san, trang thiet bi, phuo'ng tien, tai khoan thi hanh cong vu 
(6 to, dien thoai, may vi tinh, do dung van phong pham, hop thu dien tu...) cua 
co quan, don vi de phuc vu muc dich ca nhan.

6. Lam dung, co hanh vi quay roi ngudi khac dudi moi hinh thuc (ldi 
noi, hanh dong, cu chi, tin nhan, video, hinh anh, thu,...).

7. Lap ban thd, thap huong, dun, nau trong phong lam viec.

8. Tang tru, su dung vat lieu gay nguy hai, chay no, vu khi trai quy dinh 
tai co quan.

9. Tu y phat ngon, cung cap thong tin, tai lieu khdng dung tham quyen 
dudi moi hinh thuc.

10. Phat tan, tung tin, bia dat, xuc pham danh du, nhan pham ngudi khac.

11. Trung bay, luu giu, phat tan hinh anh, tai lieu, van hoa pham doi 
truy, noi dung phan cam hoac co noi dung chong pha, xuyen tac chu truong, 
dudng loi, chinh sach cua Dang va phap luat cua Nha nude.

12. Tham gia, xui giuc; kich dong hoac bao che cac hanh vi vi pham 
phap luat ctia ngudi khac.



Chuong II
QUY DINH VE TINH THAN, THAI DO LAM VIEC; 

CHUAN MUC DAO DLfC, LOI SONG, GIAO TIEP, UNG XU 
CUA CONG CHUC, VIEN CHUC, NGUOI LAO DONG

Dieu 5. Tinh than, thai do lam viec cua cong chuc, vien chuc, nguoi 
lao dong

Cong chuc, vien chuc, nguoi lao dong phai tuyet doi trung thanh voi 
Dang va Nha nude; bao ve danh du To quoc va loi ich quoc gia; ton trong va tan 
tuy phuc vu nhan dan. Khi thuc hien nhiem vu, cong vu, cong chuc, vien chuc, 
nguoi lao dong phai y thuc ro ve chuc trach, bon phan cua ban than, bao gom:

1. Chap hanh quy dinh cua phap luat, chuc nang, nhiem vu dupe giao, 
tuan thu quy che lam viec cua So, quy che lam viec cua cac phong, ban, chi cue 
thuoc va true thuoc So trong thuc thi cong vu.

2. Chap hanh nghiem su phan cong cua to chuc, nhiem vu cap tren giao; 
khong de qua han, bo sot nhiem vu dupe phan cong; khong dun day trach nhiem, 
khong ne tranh cong viec; khong ken chon vi tri cong tac, chon viec de, bo viec 
kho, khong vuang vao “tu duy nhiem ky”. Guong mau, tarn huyet, tan tuy, no 
luc hoan thanh tot moi nhiem vu dupe phan cong.

3. Co y thuc to chuc ky luat; su dung co hieu qua thbi gib lam viec; tranh 
hien tupng trung birth chu nghTa, lam viec qua loa, dai kltai, kem hieu qua, chti
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dong phoi hop voi cac to chuc, co quan, don vi trong thuc hien nhiem vu, cong vu.

4. Cong chuc, vien chuc lanh dao phai cong tain, khach quan trong su 
dung, danh gia cong chuc, vien chuc, nguoi lao dong thuoc quyen quan ly; 
khong lpi dung vi tri cong tac de bo nhiem nguoi khong dap ung cac yeu cau ve
trinh do, pham chat dao due, nang luc cong tac; chu dong xin thoi giu chuc vu 
khi nhan thay ban than con han che ve nang luc va uy tin.

r

5. Giu’ gin doan lcet noi bo, xay dung moi truong lain viec dan chu, ky 
cuong; co tinh than cau thi, lang nghe.

Dieu 6. Chuan muc ve dao due, loi song cua cong chuc, vien chuc, 
nguoi lao dong

Cong chuc, vien chuc, nguoi lao dong thuoc So- phai thuc hien nghiem trie 
cac chuan muc ve dao due, loi song, cu the:

1. Khong ngung hoc tap, tu dubng, ren luyen, guong mau ve dao due, loi 
song va tac phong.

2. Thuc hien can, kiem, liem, chinh, chi cong vo tu; trung thuc, gian di, 
thang than, chan thanh; khong co bieu hien co hoi, song ich ki, ganh ghet, do kv.

3. Guong mau, tranh pho truong, lang phi, muc dich true lpi trong viec to 
chuc cac hoat dong ca nhan nliu lien hoan, chuc mirng, cubi hoi, tang le, mung 
tho, thoi noi, day thang, sinh nhat, tan gia.
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4. Tuan thu chuan myc dao due gia dinh va xa hoi, thuan phong my tuc, 
truyen thong van hoa tot dep cua dan toe; khong me tin di doan va co nhung hanh vi 
phan cam khi tham gia le hoi.

5. Tich cure tham gia bao ve moi truong, xay dung khong gian xanh, sach, 
dep; moi truong van hoa than thien, van minh noi cong so' va noi cu tru.

Dieu 7. Chuan muc giao tiep, ring xii ciia cong chuc, vien chuc, nguoi
lao dong

1. Trong giao tiep va ung xu, cong chuc, vien chuc, nguoi lao dong thude 
So phai co thai do lich sir, chan thanh, vui ve, nha nhan. Ngon ngu giao tiep phai 
ro rang, mach lac, de hieu; khong noi tuc, noi tieng long, quat nat, noi Ion tieng 
hoac noi tat.

2. Giao tiep vdi nhan dan: Khi to chuc, cong dan den lien he cong tac, 
cong chuc, vien churc phai:

a) Ton trong, lang nghe, tan tinii hudng dan ve quy trinh xu ly cong viec 
va giai thich can ke nhung iliac mac cua nguoi dan;

b) Thuc hien “4 xin, 4 luon”: xin chao, xin loi, xin cam on, xin phep; luon 
mini cuoi, luon nhe nhang, luon lang nghe, luon giup do; uu tien ho try giai 
quyet cong viec vdi nguoi gia yeu, nguoi khuyet tat, pnu nu mang thai, nguoi 
dau om;

c) Khong sach nhieu; khong goi y dua tien, nhan tien, qua bieu; khong 
hen gap giai quyet cong viec cong vu ben ngoai cong so va ngoai gib lam viec; 
khong gay cang thang, buc xuc, doa nat nguoi dan;

d) Nghiem tuc nhan loi, nhan khuyet diem, thanh khan tu phe binh, rut 
kinh nghiem khi de xay ra sai sot;

e) Tich cue van dong, tuyen truyen nguoi dan chap hanh chu truong, 
duong loi cua Dang, chinh sach, phap luat cua Nha nude, tuan thu cac noi quy, 
quy tac d noi cu tru va noi lam viec; khong me tin di doan va co nhung hanh vi 
phan cam khi tham gia le hoi; khong vi pham cac chuan muc ve dao due, thuan 
phong my tuc, ban sac van hoa dan toe.

3. Giao tiep vdi dong nghiep: cong chuc, vien chuc, nguoi lao dong phai 
than thien, cd tinh than hop tac va lang nghe y lcien dong gdp cua dong nghiep; 
tuong tro trong thuc hien nhiem vu, cong vu; cong tarn, khach quan khi nhan 
xet, danh gia; thuc hien dan chu, khong be phai gay mat doan ket noi bo trong 
co quan.

4. Giao tiep lanh dao cap tren: cong chuc, vien chuc, nguoi lao dong khi 
giao tien vdi lanh dao cap tren phai:

a) Tuan thu thu bac hanh chinh;

b) Phuc tung cac quyet dinh, quy dinh, menh lenh, yeu cau cua cap tren 
theo dung chuc trach, n'niem vu dupe giao; phuc tung sir chi dao, dieu hanh, 
phan cong cong viec cua cap tren; khong tron tranh, thoai thac nhiem vu;
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c) Khong ninh bo' iky long vi dong co khong trong sang;

d) Phat huy tinh than tir chu, sang tao, darn lam dam chiu trach nhiern, co 
trach nhiern gop y tren tinh than xay dung doi voi boat dong, dieu hanh co quan, 
nham dam bao hoat dong cua co quan dat hieu qua cao nhat. The hien dung vai 
tro, vi tri cong tac va nam vung, hieu sau cong viec cua minh; thang than, trung 
thuc trong ung xu, lam dung chuc trach, nhiern vu dupe giao.

5. Giao tiep voi cap duoi: cong chuc, vien chuc lanh dao, quan ly khi giao 
tiep voi cap duoi can thuc hien cac chuan muc sau:

a) Khong dupe duy y chi, ap dat, bao thu; phai ton trong, lang nghe y kien 
cua cap duoi; guo'ng mau trong giao tiep, ung xu;

b) The hien dung cuong vj, trach nhiern cua minh; giu gin, bao ve uy tin 
cua ca nhan; doi xu cong bang va quan tarn kip thbi de dong vien, lchich le cap 
duoi hoan thanh tot nhiern vu dupe giao.

6. Giao tiep qua dien thoai: Khi giao tiep qua dien thoai, cong chuc, vien 
chuc phai co thai do lich su, ton trong, gioi thieu ten, don vi cong tac, trao doi 
thong tin ngan gon, tap trung vao noi dung cong viec; khong ngung, ngat dien 
thoai dot ngot.

7. Ung xu, giao tiep trong cuoe hop, hoi nghi:

a) Cong chuc, vien chuc, ngudi lao dong khi tham du hop, hoi nghi phai 
nghien cuu ky tai lieu lien quan den noi dung cuoc hop, hoi nghi; co mat trude 
gib quy dinh it nhat 05 phut, du hop xuyen suot thbi gian hop, hoi nghi; trubng 
hop khong du dupe thi phai true tiep bao cao voi ngubi hoac don vj chu tri cuoc 
hop, hoi nghi do ve ly do vang mat va cu ngubi khac du hop ihay doi voi cac 
cuoc hop quan trong;

b) Trong cube hop, phai de dien thoai b che do rung, neu co nhu can giao 
tiep qua dien thoai thi phai ra khoi phong hop; trao doi ngan gon, nho nhe, 
khong lam anh hubng den cuoc hop;

c) Thuc hien tot ung xu van hoa hoi hop, the hien sir ton trong doi voi 
ngubi dang thuyet trinh, phat bieu tai hoi nghi, cuoc hop; khong doc bao, khong 
noi chuyen, lam viec rieng, han che di lai, khong noi chen ngang khi chua dupe 
su cho phep cua ngubi chu tri, khong tu y bo ve khi cuoc hop chua ket thuc;

d) Chi su dung may tinh xach tay, may tinh bang hoac dien thoai de tra 
cuu tai lieu, van ban, ghi chep noi dung cuoc hop; khong su dung ghi am cuoc 
hop vao cac muc di’ch cua ca nhan ma khong lien quan den noi dung cuoc hop, 
chuc trach, nhiern vu dupe giao.

Dieu 8. Nhirng viec cong chuc, vien chuc, nguoi lao dong phai lam khi
thuc hien nhiern vu, cong vu • • • • ~ & •

1. Phai thuc hien day du va dung cac quy dinh ve nhirng dieu dang vien 
khong dupe lam; nghTa vu cua cong chuc, vien chuc dupe quy dinh tai Luat Can 
bo, cong chuc, Luat Vien chuc, Luat Phong, chong tham nhung, Luat Thuc hanh
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tiet kiem, chong lang phi.... va cac quy djnh khac cua phap luat ve nhung viec 
cong chuc, vien chuc, ngudi lao dong phai thuc hien khi thi hanh nhiem vu, 
cong vu.

2. Chap hanh cac quyet djnh cua thu tru'dng cct quan, don vj quan ly true 
tiep. Truong hop co quyet djnh cua cap tren cap quan ly true tiep thi cong chuc, 
vien chuc phai thyc hien theo quyet dinh cua cap co tham quyen cao nhat, dong 
thdi co trach nhiem bao cao ket qua vdi cap quan ly true tiep cua minh ve viec 
thyc hien quyet dinh do (tru nhung van de quy dinh bi mat).

quyet dinh do trai phap luat hoac khong phu hop vdi thyc tien phai bao cao ngay 
vdi ngu'di ra quyet dinh. Trong trudng hop van phai chap hanh quyet djnh thi 
phai bao cao len cap tren true tiep cua ngudi ra quyet dinh va khong phai chiu 
hau qua gay ra do viec thyc hien quyet dinh do.

4. Khi thyc hien nhiem vu dupe giao phai chu dong phoi hop voi cong 
chuc, vien chuc, ngudi lao dong trong cung co quan, don vi va cong chuc, vien 
chuc, ngudi lao dong trong cac co quan, don vi, to chuc khac co lien quan de 
viec thyc hien nhiem vu, cong vu dat hieu qua cao.

5. Khi dupe giao tra ldi, hudng dan, giai quyet cac yeu cau cua co quan, 
don vi va cong dan ve nhung noi dung cong viec lien quan den tham quyen, 
trach nhiem dupe phan cong, cong chuc, vien chuc phai co trach nhiem hudng 
dan, tra ldi va cung cap day du, chinli xac nhung thong tin can thiet co lien quan 
va phai bao dam dung thdi gian quy dinh, Neu keo dai thdi gian quy dinh thi 
phai giai thich rd ly do va thong bao cong khai cho co- quan, don vi va cong dan 
biet. Trong khi thyc hien nhiem vu, phai lang nghe, tiep thu y kien phan anh cua 
cac co quan, don vi, to chuc, cong dan va chiu trach nhiem ve hanh vi cua minh 
theo quy djnh cua phap luat.

6. Cong chuc, vien chuc khi lam viec tai cong so va trong thdi gian thyc 
thi nhiem vu, cong vu phai thyc hien day du, nghiem tuc cac quy djnh tai Quy 
che nay ve trang phuc, deo the, cac quy chuan ve ung xu, giao tiep voi dong 
nghiep, cap tren, cong dan.

Dieu 9. Nhung viec cong chuc, vien chuc, nguoi lao dong khong duoc 
lam khi thuc hien nhiem vu, cong vu

1. Vi pham hoac lam trai nhung quy dinh tai Dieu 4, Dieu 8 cua Quy 
che nay.

2. Hoi 16, nhan hoi 16 hoac goi y hoi 16 dudi moi hinh thuc; khong dupe 
mao danh de giai quyet cong viec; khong duoc mupn danh co quan, don vi, 
mupn danh thu trudng co' quan, don vi de giai quyet cong viec cua ca nhan.

3. Tron tranh, dun day trach nhiem khi nhiem vu, cong vu do minh thuc 
hien gay ra hau qua anh hudng den boat dong cua co- quan, don vj minh hoac 
cua co quan, don vj, to chuc khac hoac vi pham tdi quyen loi chinh dang, danh 
du va nhan pham cua cong dan. Khong de chain che, keo dai trong viec tham
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mini cu the hoa, trien khai thuc hien cac che do, chi'nh 
chuc, vien chuc, ngudi lao dong.

sach doi vdi can bo, cong

4. Khong kip thoi sua chua, khac phuc hoac che giau, bung bit va lam 
sai lech noi dung phan anh cua to chuc, cong dan ve nhirng viec lien quan den 
chu'c nang, nhiem vu do minh dupe giao thuc hien khong dung quy dinh cua 
phap luat.

5. Lam mat, hit hong hoac lam sai lenh ho so, tai lieu lien quan den yeu 
cau cua co quan, don vj, to chuc va cong dan khi dupe giao nhiem vu giai quyet.

6. Lam 16 bi mat Nha nude, bi mat cong tac va bi mat noi dung don thu 
khieu nai, to cao cua co quan, don vi, to chu'c va cong dan theo quy dinh cua 
phap luat.

Chuong III
THOI GIAN LAM VIEC, TRANG PHUC, LE PHUC, THE CIJA 

CONG CHUC, VIEN CHUt, NGUOI LAO DONG

Dieu 10. Thoi gian lam viec
1. Cong chuc, vien chuc, ngudi lao dong thuoc So co trach nhiem chap 

hanh nghiem quy dinh ve thoi gian lam viec cua Chinh phu va cua tinh; sap xep, 
sir dung thoi gian lam viec khoa hoc va hieu qua.

2. Truong cac phong, ban, chi cue thuoc va true thuoc So co trach nhiem 
theo doi, don doc thuc hien thoi gian lam viec cua ngudi lam viec tai don vi minh.

3. Van phong So theo doi, tong hop bao cao viec chap hanh thoi gian lam 
viec chung cua co quan, bao cao Lanh dao So.

4. Viec chap hanh thoi gian lam viec la mot trong nhirng noi dung xem 
xet, danh gia can bo, cong chuc, vien chuc, ngudi lao dong hang thang, nam.

Dieu 11. Trang phuc lam viec

Cong chuc, vien chuc, ngudi lao dong thuoc So khi thuc hien nhiem vu 
phai an mac gon gang, 1 ich sir, cu the:

1. Doi vdi nam: Ao so mi, quan au sam mau, vest, comple...phu hop vdi 
dieu kien thoi tiet; di giay hoac dep co quai hau.

2. Doi vdi nu: Ao so mi, quan au sam mau, vay cong so, vest...phu hop 
vdi dieu kien thoi tiet; di giay hoac dep co quai hau.

3. Thuc hien mac dong phuc co quan 02 ngay/tuan (Thu 2, Thu 6). Ngay le 
hoac cac sir kien van hoa khac thuc hien theo yeu cau cua Lanh dao So.

Van phong So co trach nhiem tham muu, hudng dan cu the viec mac dong 
phuc doi vdi cong chuc, vien chuc, ngudi lao dong thuoc So.

4. Cong chuc co trang phuc rieng theo quy dinh chuyen nganh thi tnuc 
hien mac trang phuc theo quy dinh phap luat.
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Bieu 12. Le phuc

Le phuc cua cong chuc, vien chuc, ngu'bi iao dong thuoc So la trang phuc 
su dung trong nhung ngay le, ky niem, hoi nghi trong the, cu the nhu sau:

1. Le phuc cua nam: Bo Coinple, ao so mi trang, cravat.

2. Le phuc cua nir: Ao dai truyen thong; bo comple nir.

Trong mot so trudng hop cu the, co quan thong bao quy dinh khac ve mac 
le phuc khi tham dy su kien cua co quan.

Bieu 13. The cua cong chuc, vien chuc, nguoi lao dong

1. Cong chuc, vien chuc, nguoi lao dong khi lam vice tai cong so va 
trong thdi gian thyc thi nhiem vu, cong vu nhat la khi tiep cong dan, lam viec 
vbi nguoi ngoai co quan phai deo the cong chuc, vien chuc, nhan vien dung 
quy djnh; phai deo phu hieu cua cac lmh vuc da duoc phap luat quy dinh.

2. Cong chuc, vien chuc, nguoi lao dong co su thay doi ve the (dupe bo
nhiem, tu chuc, mien nhiem, chuyen ngach, mat lioac that lac the) can thong bao
voi Van phong So de dupe cap lai, doi the mbi. Khi chuyen cong tac sang co quan
ldiac, phai tra lai the cho co quan, nguoi thoi viec se bi thu hoi the.

>

Bieu 14. Sir dung phuong tien, tai san cong vu

Su dung tiet kiem dien, nude va cac vat tu van phong; thuc hien quan ly 
chi tieu tai chinh dung viec, dung quy dinh cua phap luat, quy che lam viec, quy 
che chi tieu noi bo cua co quan, don vi.

Chuong IV 

bAi TRl CONG SO

Bieu 15. Treo Quoc ky, Quoc huy
1 .Quoc ky, Quoc huy dupe treo theo dung tieu chuan ve lcich thubc, mau 

sac da dupe Hien phap quy dinh.
2. Quoc ky, Quoc huy dupe treo 24/24 gib hang ngay o vi tri trang trong 

da dupe quy dinh (trubc tru so va tai tba nha chinh, hoi trubng cua So).
3. Viec treo Quoc ky, Quoc huy trong cac buoi le, Quoc tang tuan theo 

quy dinh ve nghi le Nha nubc.
4. Van phong So cb trach nhiem thubng xuyen kiem tra, kip thoi thay the 

khi Quoc ky, Quoc huy bi hu hong, dam bao tinh trang nghiem cua Quoc ky va 
Quoc huy.

Bieu 16. Treo anh hoac dat tuong Chu tjch Ho Chi Minh; treo bang 
ron khau hieu chao mirng cac ngay !e, ky niem, cac hoi nghj Ion do co quan 
to chuc

1. Treo anh hoac dat tuong Chu tich Ho Chi Minh b hoi trubng, phoi 
hop cua So phai the hien su trang trong, phu hop.
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2. Noi clung khau hieu, bang ron, thong tin chao mirng cac ngay le, Id 
niem cua dat nude, cua tinh, cua nganh, cac hoi nghi Ion do co quan to chuc 
phai dupe Lanh dao Sd thong qua va dupe trang tri vdi hinh thuc phu hop.

3. Van phong Sd co trach nhiem chu tri tliam muu thuc hien noi dung 
tai Muc 1,2 Dieu nay.

Dieu 17. Bien ten co' quan, phong lain viec

1. Bien ten co quan Sd Noi vu phai duoc dat d cong chinh tru sd co
\ \ r

quan, trong do co ghi ten goi day du bang tieng Viet va dia chi cua co quan.

2. Cach the hien bien ten co quan thuc hien thong nhat theo quy dinh, 
hudng dan cua Bo Noi vu.

3. Phong lam viec phai co bien ten ghi ro ten don vi, ho va ten, chuc 
danh cong chuc, vien chuc va phai dupe thuc hien theo mau thong nhat.

Dieu 18. Bai tri pnong lam viec tai co' quan So’
r r r

i. Viec bo tri, sap xep vi tri phong lam viec tai tru sd co quan phai 
dupe sap xep khoa hoc, hop iy.

2. Cac trang thiet bi, each bo tri ban lam viec, ho so luu tru, tai lieu 
tham khao...cua tung cong chuc, vien chuc phai gon gang, ngan nap, khoa 
hoc, hop ly.

3. Cong chuc, vien chuc thuoc Sd co trach nhiem to chuc, sap xep tai 
lieu, ho so cong viec tren ban, trong tu tai lieu sau gid lam viec cuoi ngay.

4. Cong chuc, vien chuc, ngudi lao dong khong dupe tu y thay the, lap 
dat cac trang thiet bi trong phong lam viec khi chua co sy dong y cua Lanh 
dao Sd.

Dieu 19. Cong tac dam bao ve sinh, an toan cong so

1. Cong chuc, vien chuc, ngudi lao dong dupe phan cong true nhat 
phong lam viec co trach nhiem thuc hien dam bao ve sinh cluing trong phong, 
kiem tra cac thiet bj dien, nude, khoa cua dam bao an toan khi ket thuc buoi 
lam viec; Truong phong co trach nhiem kiem tra, nhac nhd viec quan ly, su 
dung cac thiet bi dung chung cua phong va chap hanh nghiem chinh cac quy 
dinh, bien phap phong chay, chu'a chay.

2. Nhan vien phuc vu, bao ve co quan thuc hien nghiem tuc nhiem vu 
dupe giao, thudng xuyen kiem tra, ve sinh cac khu vuc xung quanh nha lam 
viec co quan dam bao canh quan, khuon vien co quan xanh - sach - dep.

3. Dinh ky hang thang thuc hien tong ve sinh phong lam viec; tong ve 
sinh toan co quan dupe thuc hien theo tung thdi diem do co quan phat dong; 
cac to chuc doan the (Cong doan, Doan Thanh nien) phoi hop thuc hien.
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Chuong V

N0I QUY RA VAO CO QUAN, TIEP KHACH 
VA QUAN LY PHUONG TIEN GIAO THONG

Dieu 20. Noi quy ra, vao tru so co1 quan
1. Trong gib lam viec, cong chuc, vien chuc, ngudi lao dong thuoc So khong 

duoc tu y ra khoi tru so co quan de lam vice rieng, khong vi ly do cong viec.
2. Ngudi den lien he cong tac phai xuat trinh giay to tuy than hoac giay 

lien he cong tac tai Van phong So; de xe, phuong tien di lai dung noi quy dinh 
theo sir hudng dan cua nhan vien bao ve co quan.

3. Tuan thu sir hu'dng dan cua can bo Van phong, khong dirge tu tien vao 
cac phong lam viec cua co' quan.

4. Van phong So tham muu Giam doc xay dung, ban hanh va niem yet 
Noi quy ra vao co quan tai phong true bao ve co quan.

Dieu 21. Tiep kliach

Cong chuc, vien chuc va ngudi lao dong lam viec tai tru so co quan 
khong duoc tuy tien dua khach hoac ngudi nha vao tru so co quan. Truong hop 
khach den lien he cong tac, lam viec tai co quan phai thong bao vdi Van phong 
So de pnoi nop don tiep (neu can); viec tiep khach khong lam anh hudng den 
hoat dong cua cong chuc, vien chuc khac trong co quan.

Dieu 22. Quan iy phuong tien giao thong

1. Boi vdi cong chuc, vien chuc, ngudi lao dong co quan:

a) Cong chuc, vien chuc, ngudi lao dong co trach nhiem chap hanh de xe 
dung no'i quy dinh, thuc hien tu quan trong viec sap xep xe tai khu vuc de xe 
dam bao trat tu, ngan nap theo nguyen tac xe den tru'dc de xe d vi tri thich hop, 
tao dieu kien cho ngudi den sau co cho de xe. Boi vdi xe 6 to, phai do dung vi 
tri dang ky.

b) Cong chuc, vien chuc va ngudi lao dong di cong tac dai ngay, co nhu 
cau de xe tai co quan, phai thong bao vdi bao ve co quan de quan ly; trudng 
hop khong thong bao, neu xay ra mat xc, bao ve co quan khong phai chin 
trach nhiem.

2. Boi vdi khach den tru so co quan:

a) Nhan vien bao ve co trach nhiem hudng dan, bo tri cho de xe cua khach 
den lam viec tai co quan khoa hoc, hop ly, dung vi tri quy dinh; khong duoc thu 
phi gui phuong tien giao thong cua khach den lien he cong tac.

b) Khi co hoi nghi vdi thanh phan tham du hop dong ngudi, Van phong 
chu tri phoi hop vdi nhan vien bao ve bo tri, dieu hanh viec sdp x§p cho dd xe 
doi vdi ca nhan, to chuc, do'n vi den du hop.
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Chirong VI

TO CHlTC THUC HIEN
Dieu 23. Khcn thuong va ky luat

1. Viec thuc hien Quy dinh ve van hoa cong sd la mot tieu chi de danh gia, 
xep loai thi dua hang thang, nam doi vdi cac phong, ban, chi cue; cong chuc, vien 
chuc, ngirdi lao dong thuoc So.

2. Cac tap the, cong chuc, vien chuc, ngudi lao dong thuc hien tot Quy che 
nay se dugc xem xet bieu duong, khen thuong theo quy dinh.

3. Cac tap the, cong chuc, vien chuc va ngudi lao dong khong thuc hien, 
thuc hien khong day du, nghiem tuc Quy che nay, vi pham cac quy dinh trong 
quy che, tuy theo mure do, tinh tiet vi pham, hau qua se thuc hien xem xet danh 
gia thi dua hang thang, nam va xem xet ky luat theo quy dinh.

Dieu 24. Trach nhiem thi hanh

1. Giam doc Sd, cac Pho Guam doc So; toan the cong chuc, vien chuc, 
ngudi lao dong thuoc Sd; cac to chuc, ca nhan lien he cong tac vdi Sd co trach 
nhiem thuc hien nghiem tuc Quy che nay.

2. Chanh Van phong, Chanh Thanh tra, Truong cac phong, ban, chi cue 
thuoc va true thuoc Sd co trach nhiem quan triet Quy che nay den cong chuc, 
vien chuc va ngudi lao dong trong don vi minh; chu dong don doc, kiem tra, 
theo doi viec thuc hien Quy che nay cua cong chuc, vien chuc, ngudi lao dong 
thuoc don vi dugc giao quan ly.

3. Van phong Sd co trach nhiem phoi hop vdi cac phong, ban, chi cue 
thuoc Sd, cac to chuc doan the trong co quan pho bien, hudng dan va kiem tra 
viec thuc hien Quy che; tiep thu, tong hop cac kien nghi sura doi, bo sung va de 
xuit vdi Lanh dao Sd de hoan thien Quy che nay.

Trong qua trinh thuc hien neu phat sinh van de vudng mac hoac can sua 
doi, bo sung de nghi cac phong, ban, chi cue phan anh, de xuat y kien bang van 
ban ve Van phong Sd de tong hop trinh Giam doc Sd xem xet, quyet dinh./
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