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S: /1 12020/QP-UBND Hung Yén, ngay 0§ thang 01 néim 2020
QUYET PINH

Ban hanh Quy dinh vé vin héa cong vu cia can b, cong chire,
vién chire, ngwoi lao djng trong cic co' quan hanh chinh nha nwérc,
don vi sw nghiép cong lap tinh Hueng Yén

UY BAN NHAN DAN TiNH HUNG YEN

Can cir Ludt Té chire chinh quyén dia phuwong ngay 19 thdng 6 nam 2015;

Can cir Ludt Can bg, cong chire ngay 13 thang 11 ndam 2008;

Can cur Ludt Vién chuc ngay 15 thang 11 nam 2010;

Can civ Quyét dinh s6 1 29/2007/QD-TTg ngay 02 thang 8 nam 2007 ciia
Thu tuéng Chinh phu ban hanh quy ché van hda cong sé tai cdc co quan hanh
chinh nha nuoc;

Can cir Quyét dinh sté’ 03/2007/0D-BNV ngay 26 thang 02 nam 2007 cua
BG Noi vu ban hanh quy tac vmg xu cua can bg, cong chitc, vién chirc lam viéc
trong bo may chinh quyén dia phuong;

Theo d@é nghi ciia Gidm déc S6¢ Néi vu tai To trinh s6 792/TTr-SNV
ngay 29/11/2019.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé vin hoéa cong vu
cua can b, cong chure, vién chire, ngudi lao dong trong cac co quan hanh chinh
nha nudc, don vi su nghiép cong 1ap tinh Hung Yén.

Diéu 2. Hiéu luc thi hanh
Quyét dinh c6 hiéu luc ké tir ngay 20 thang 01 nam 2020.
Piéu 3. Trach nhiém thi hanh

Chénh Vin phong Uy ban nhan dan tinh; Thu truong céc sd, ban, nganh,
don vi su nghiép cong 1ap truc thuéc Uy ban nhan dan tinh; Chu tich Uy ban
nhan dan cac huyén, thi xa, thanh phé va céac co quan, don vi, t6 chitc, c4 nhan
lién quan can cir Quyét dinh thi hanh./. ac&z/
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QUY DINH
Vé vin héa cong vu cuia can bg, cong chirc, vién chire,
ngudi lao dgng trong cac co quan hanh chinh nha nwée,
don vi sy nghiép cong lap tinh Hung Yén
(Ban hanh kém theo Quyét dinh sé 4 7 /2020/QP-UBND
ngay Qg thang 01 ndm 2020 ciia Uy ban nhdn dan tinh Hung Yén)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy dinh nay quy dinh vé thoi gian, trang phuc, tinh than, thai do lam
viéc, sur dung phuong tién, tai san cong vy, cach bai tri tai cong so; dong thoi
quy dinh vé chuin muc giao tlep, Ung XUr cua can bg, cong chirc, vién chue,
nguodi lao dong duoc ky két hop dong theo quy dinh tai Nghi dinh 5O
68/2000/ND-CP ngay 17/11/2000 cta Chinh phu vé thyc hién ché do hop dong
mét s6 loai cong viéc trong co quan hanh chinh nha nuéc, don vi sy nghiép cong
lap (sau day goi tat la can bd, cong chirc, vién chire, ngudi lao dong).

biéu 2. Péi twong ap dung

Péi tuong ap dung quy dinh nay gém can b, cong chure, vién chire, nguoi
lao dong trong céac co quan hanh chinh nha nuée, don vi su nghiép cong lap tinh
Hung Yén.

Piéu 3. Muc dich

I. X&y dyng nén hanh chinh tinh Hung Yén chuyén nghiép, xay dung doi
ngl can bg, cong chuce, vién chirc, nguoi lao dong dam bao ky cwong, trach
nhiém, tan tinh, chu d4o va thén thién.

2. Quy dinh chung ve trang phuyc, tinh than, thai do lam viée, chuin muc

trong giao tlep, g xir véi t6 chirc, ngudi dan cling nhu chuan muc vé dao duc, 16i
song trong gia dinh va xa hoi dbi véi cén bo, cong chuc, vién chire, nguoi lao dong.

3. Gir gin va phat huy truyén théng van hoa tdt dep cua qué huong Hung
Yén van hién, cach mang.

Chuong 11 A
QUY DINH VE VAN HOA CONG VU

Diéu 4. Thoi gian lam viéce
Chap hanh nghiém quy dinh vé thoi gian lam viéc cua Nha nuée, cia co
quan; sap xép, su dung thoi gian lam viéc khoa hoc va hiéu qua.



Piéu 5. Trang phuc lam viéc

Cén bg, cong chirc, vién chirc, ngudi lao dong phai &n mic gon gang, lich
su, di gidy hoac dép co6 quai hau. Trang phuc phai phu hop vdi tinh chat cong
viéc, dac thu trang phuc cia nganh va thuan phong, m¥ tuc cia dan tdc. Déi véi
nhirng nganh c6 trang phuc riéng thi phai thuc hién theo quy dinh cua nganh;
rau, toc phai gon gang.

Dl i d r A A r A r .. A
Dieu 6. Thé cua can bg, cong chirc, vién chire, nguoi lao dong

Can bg, cong chirc, vién chire, nguoi lao dong khi lam viéce tai cong sé va
trong thoi gian thuc thi nhiém vy, cong vu phai deo thé cong chirc, vién churc,
nhan vién dung quy dinh; phai deo phu hiéu cua céc linh vuc da dugc phéap luat
quy dinh.

Piéu 7. Tinh than, thai d, tac phong lam viéc ciia can b, cong chirc,
vién chirc, nguoi lao dong

1. Trung thanh v6i Nha nuée Cong hoa xa@ hoi chu nghia Viét Nam; bao
vé danh dy Tb qube va loi ich qudc gia; ton trong va tan tuy phuc vu Nhén dan.

o2 Chép hanh quy dinh ctia Hién phap va phép luat, tuan thi ndi quy, quy
ché cua co quan trong thuc thi cong vu.

3. Chap hanh nghiém sy phén cdng cia td chirc, nhiém vu cip trén giao;
khong dé qué han, bd sét nhiém vu dugc phén cong; khong dun day trach nhiém,
khong né tranh cong viéc. N& luc hoan thanh t6t moi nhiém vu duoc phan cong;
guong mau lam tron trach nhiém duoc giao.

4. Céan bd lanh dao, quan ly phai cong tdm, khach quan trong su dung,
danh gia can bo thudc quyén quan 1y; khong loi dung vi tri cong tac dé bo nhiém
nguoi than quen; chi dong xin théi gitr chirc vu khi ban than con han ché vé
nang luc va uy tin.

5. Giit gin doan két n6i bd, xdy dung méi trudong lam viéc dan chu, ky
cuong; cé tinh than cau thi, lang nghe.

6. Khong lam viéc riéng, gy mat trat tu lam anh huong téi nguoi khac
trong gio lam viéc.

Diéu 8. Sir dung phwong tién, tai sin cong vu

Str dung tiét kiém dién, nudc va cac vat tu vin phong; quan ly chi tiéu
dung viéc, ding quy dinh.

Diéu 9. Bai tri cong s&
1. Co quan phai c6 bién tén dugc dit tai cong chinh, trén d6 ghi 1 tén goi
day du bang tieng Viét va dia chi ctia co quan.

2. Phong lam viéc phai co bién tén ghi rd tén don vi, hg va tén, chuc danh
can bg, cong chure, vién chue.

3. Sip xép phong lam viéc ngan nip, gon gang, khoa hoc, hop ly.
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Diéu 10. Cac hanh vi khéng duwge lam
1. Hut thude 14 tai noi lam viée.

2. Str dung d6 udng c6 con ngay trudc, trong gir lam viée va nghi giita gio
lam viée, ngay truc.

3. Tham gia, t0 chirc, 16i kéo ngudi khac danh bac, choi ho, hui, 16, dé va cac
t€ nan xa hoi khac dudi moi hinh thire.

4. Quang cao thuong mai tai cong so.

5. Loi dung chirc v, quyen han dugc giao de gay nhung nhiéu, phién ha,
truc loi khi xtr ly, giai quyét cong viéc cia co quan, t chirc va ngudi dén; the o, vo
cam, thiéu trach nhiém trudc nhimg khoé khan, buc xuc cia ngudi dan.

6. Su dung tai san, trang thiét b, phuong tién, tai khoan thi hanh céng vu (6
to, dién thoai, ‘may vi tinh, d6 ding vin phong pham, hép thu dién tir...) clia co
quan, don vi dé phuc vu muc dich ca nhan.

7. C6 hanh vi quiy rdi nguoi khac dudi moi hinh thirc (161 noi, hanh dong,
ctt chi, tin nhn, video, hinh &nh, thu).

8. Lap ban tho, thép hwong, dun, nau trong phong lam viéc.

9. Tang trit, str dung vat liéu gdy nguy hai, chay nd, vii khi trai quy dinh
tai co quan.

. A . <A - 2 o A >
Piéu 11. Chuén murc giao tiep, rng Xir &' cong s&

1. Trong giao tiép noi cong sd, can b, cong chuc, vién chire, ngudi lao
dong phai c6 thai do lich sy, khiém ton, 18 phép, ton trong dong nghiép; ngdn
ngit giao tiép phai chudn muc, rd rang, mach lac.

2. Doi véi dong nghiép, can bg, cong chirc, vién chirc, nguoi lao dong
phai c6 tinh than hop tac, tuong trg trong thyc hién nhiém vy, cong vu; ling
nghe y kién cua dong nghiép; cong bang, vo tu, khach quan khi nhén xét, danh
gia; khong bé phéi gay mét doan két ndi bo ciia co quan, t6 chic.

3. P6i véi lanh dao cap trén, can bo, cong chue, vién chire, nguoi lao dong
phai tuén thu thir béc hanh chinh, phyc ting su chi dao, diéu hanh, phan cong
cong viéc cua cép trén; khong trén tranh, thodi thac nhi¢m vy; trung thuc, thang
thén, khach quan trong bdo c4o, dé xuat, tham gia déng gop v kién véi cap trén.

4. Can bg, cong chirc, vién chirc 1anh dao  khéng dugc duy y chi, ap dat,
bao thu; phai ton trong, ling nghe y kién cua cap dudi; guong mau trong giao
tlep, u’ng XL,

Piéu 12. Chuin mue giao tiép, ing xir véi nguoi dan

1. Giai quyét yéu ciu, cong viée cua nguoi dan dung quy dinh, quy trinh;
ton trong lang nghe, tan tinh huéng dan vé quy trinh xur ly cong viéc, giai thich
cin k& nhimng thic mic cua nguoi dan.




2. Giao tiép, 1am viéc voi nguoi dan bang thai do niém nd, tan tinh, trach
nhiém; khi tiép xtic véi ngudi dan phai thuc hién “4 xin va 4 luon™: Xin chao,
xin 16i, xin cam on, xin phép, va luén mim cuoi, luén nhe nhang, luén lang
nghe, ludn gitip d&; wu tién hd trg g1a1 quyet cong viée voi nguoi gia, yéu, nguoi
khuyét tat, phu nit mang thai, ngudi dau 6m.

3. Khong sach nhidu, goi y dua tién, nhan tién, qua biéu; khong hen gip
giai quyét cong viéc cong vu bén ngoai cong s¢ va ngoai gio lam viéc.
4. Khong gay cang thang, birc xtc, doa nat nguoi dan.

5. Nghiém tic nhan 16i, nhin khuyét diém, thanh khan tu phé binh, rat
kinh nghiém khi dé xay ra sai sot.

6. Tich cuc van dong, tuyén truyén ngudi dan chép hanh chu truong,
duong 16i cua Pang, chinh sach, phap luat cia Nha nudc, tuin thi cic ndi quy,
quy tac ¢ noi cu trd va noi lam viéc; khong mé tin di doan va c6 nhing hanh vi
phén cam khi tham gia 1& hoi; khong vi pham céc chuin muc vé dao dic, thuan
phong my¥ tuc, ban sac van héa dan tdc.

o A A - As A - r A A - oA
Pieu 13. Chuan muc dao dirc, 10i song ciia can by, cong chire, vien
chire, nguoi lao dong

1. Céan bd, céng chirc, vién chirc, nguoi lao dong khong ngirng hoc tap, tu
dudng, rén luyén, gucmg mau vé dao duc, 16i song va tac phong.

2. Thuc hién can, kiém, liém, chinh, chi cong vo tu; trung thuc, gian di,
thang thén, chan thanh; khong cé biéu hién co hoi, song ich ki, ganh ghét, 6 ky.

3. Khong tu y phat ngon, cung cap thong tin, tai liéu khong ding thim
quyén dudi moi hinh thire.

4. Khong phat tan, tung tin, bia dat, xic pham danh dy, nhan phém nguoi
khac.

5. Khong trung bay, luu gift, phét tén hinh anh, tai liéu, van hoa pham doi
truy, ndi dung phan cam hodc cé ndi dung chong phd, xuyén tac chu truong,
duong 161, chinh sach cua Dang va phap luat cia Nha nudec.

6. Guong mau, tranh phé truong, lang phi, muc dich truc loi trong vi€c t6

chirc céc hoat dong ca nhan nhur lién hoan, chac mimng, cudi hoi, tang 1, mimg
tho, thoi noi, day thang, sinh nhat, tan gia.

7. Khong tham gia, xui giuc; kich dong hodc bao che céc hanh vi vi pham
phap luat cua nguoi khac.

8. Can b9, cong chire, vién chire, ngudi lao dong phai tuén thu chuan muc dao
dirc gia dinh va xa hoi, thuan phong my tuc, truyén thong vin héa tot dep ciia dan
tdc; khong mé tin di doan va cé nhiing hanh vi phan cam khi tham gia 1€ hdi.

9. Tich cuc tham gia bao vé moéi truong, xay dung khong gian xanh, sach,
dep; moi truong van hoa than thién, van minh noi cong s& va noi cu tra.
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) . Chuonglll
KHEN THUONG, XU LY KY LUAT VA TO CHUC THUC HIEN

Piéu 14. Khen thudng va xir Iy ky luat

1. Viéc thuc hién Quy dinh vé van héa cdng vu dugc dua vao tiéu chi dé danh
gia, xep loai thi dua hang nam cuda can bg, cong chirc, vién chirc, nguoi lao dong.

2. Cén bd, cong chire, vién chirc, ngudi lao dong thuc hién tét Quy dinh vé
van hoa cong vu s& dugce xem xét biéu duong, khen thudng theo quy dinh.

3. Can bd, cong chirc, vién chirc, ngudi lao dong vi pham Quy dinh vé
van hoa cong vu sé bi nhéc nho, phé binh cong khai tai co quan, don vi lam
viée; ddng thoi thy theo tinh chat, mic d6 vi pham s& bi ap dung hinh thirc ky
luat dbi véi can bo, cong chirc, vién chire, nguoi lao dong theo quy dinh. Trudng
hop vi pham nghiém trong s& bi xem xét, xu ly ky luat, truy clru trach nhiém
hinh su theo quy dinh cta phap luét.

-A r - A i r . ?\ (4 r A
Pieu 15. Trach nhiém cia cac co quan, don vi, to chirc, ca nhan

1. Thu truong céc so, ban, nganh, don vi su nghiép cong lap truc thude
Uy ban nhan dan tinh; Chu tich Uy ban nhan dén céc huyén, thi x&, thanh phé c6
trach nhiém t6 chirc trién khai va quan triét Quy dinh vé vin héa cong vu dén
can b, cong chirc, vién chic, nguoi lao dong tai co quan, don vi quan ly; k1em
tra, gidm sat, t6 chirc danh gia va kidm diém viéc thuc hién; dua vao tiéu chi xép
loai can b, cdng chirc, vién chire, nguoi lao dong hang nam.

2. Céc co quan, don vi ting cudng cung cap thong tin, dich vu cdng truc
tuyén muc do cao; niém yeét day du cac thu tuc hanh chinh tai tru so.

3. Cé4c co quan, don vi ting cuong sur dung cong nghé thong tin trong hoat
dong ndi bo va trao d6i cac van ban hanh chinh nha nudc theo quy dinh, nhim
huéng t6i minh bach thong tin, ndng cao nang suat lao dong, cai cach thu tuc
hanh chinh, tao nén tang phat trién Chinh phi dién tir.

4. Tang cuong thanh tra, kiém tra viéc thuc hién vin héa cong vu theo
chuong trinh, ké hoach hang nam cua Thanh tra S& Ni vu.

5. Céc co quan thong tan bao chi, truyén thanh cac cap thudc tinh tuyén
truyén, phd bién séu rong Quy dinh vé& van héa cong vu téi toan thé Nhan dan dé
Nhan dan biét va giam sat viéc thuc hién Quy dinh nay nhdm phat hién, ¢b vi,
dong vién nhitng tap thé va ca nhan thyuc hién t6t; phé binh cac tap thé, c4 nhan
vi pham.

6. Céan bg, coéng chirc, vién chirc, nguoi lao dong trong céc co quan hanh
chinh nha nuéc, don vi sy nghiép cong lép tinh Hu'ng Yén ngoai viéc thuc hién
nghiém quy dinh phap luét, quy ché, ndi quy cua cac co quan, can nam viing,
thue hién dung, day du; déng thoi van dong, giam sat, nhéc nhé dong nghiép
thuc hién Quy dinh vé vin hoa cong vu.
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7. Cac co quan cia Pang Cong san Viét Nam, Hoi dong nhan dén, Toa an
nhéan dan, Vién Kiém sat nhan dén, t6 chirc chinh tri - x& hdi cac cap tinh Hung
Yén c6 thé ap dung ndi dung Quy dinh nay dé xay dung, ban hanh va t chic
thuc hién cac quy dinh vé van hoéa céng vu phu hop véi déc thu trong hoat dong
clia co quan, t6 chirc./. fu@?//

T.M UY BAN NHAN DAN

Uy ban nhén dan Tinh Hung Yén
Gio ky: 08/01/2020 16:45:28

Nguyén Vin Phong
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