UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA KIM HOA Doc lap — Tw do — Hanh phuc

QUY CHE
Van héa cong vu tai co quan xa Kim Hoa
(Ban hanh kém theo Quyét dinh sé 153/OD-UBND,
ngay 05/8/2020 cua UBND xa)

3 Chuwong I
NHUNG QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh muyc dich, nguyén tac thuc hién van hoa cong vy;
tinh than, thai 6 1am viéc; chuan muc vé dao dic, 161 sdng, giao tiép tng xir;
trang phuc, 18 phuc cua can bg, cong chirc khi thyc hién nhiém vy, cong vu va
trong quan hé xa hoi; quy dinh bai tri cong s¢ va xay dung moi truong lam
viéc van minh tai co quan UBND xa Kim Hoa.

Piéu 2. Poi twong ap dung

Cén b, cong chirc trong co quan Pang, HDND, UBND, UBMTTQ va
cac to chirc chinh tri - xa hoi, to6 chirc xa ho1 xa Kim Hoa.

Piéu 3.Giai thich tir ngir

Trong quy ché nay, Van hoa cong vu dugce hiéu: La mét hé thdng céac
gi4 tri tinh than va vat chat gdm trang phuc, vin hoa giao tiép, tng xtr, thai do
trach nhiém, chat luong 1am viéc; bai tri cong s& va xay dung moi trudng
cong s0,...duoc hinh thanh trong qué trinh xay dung, phat trién cong vu, co
kha nang luu truyén, anh hudéng tadm ly, hanh vi cua cén bd, cong chuc va
dugc ho thira nhan, tuan thu, phat huy trong hoat dong thuc thi nhi€ém vy,
cong vu trong va ngoai cong so.

Piéu 4. Muc dich, nguyén tic thue hién vin héa cong vu

1. Muc dich:

a) Bdo dam tinh trang nghiém va hi€u qua hoat dong cua co quan hanh
chinh nha nudc.

b) Nang cao vin hoa cong vy, gop phan hinh thanh phong cach tng x,
1€ 161 Iam viéc chuan muc cua ddi ngli can bd, cong chirc; dam bao tinh
chuyén nghiép, trach nhiém, nang dong, minh bach, hi€u qua trong hoat dong
thuc thi nhi¢m vy, cong vu; dap ing yeu cau phuc vu nhan dan va xa hdi.



2. Nguyén tic:

a) Xay dyng moi trudng van hoa céng vu van minh, hién dai gan véi
nang cao dao dlrc cong vu, tdng cuong ky ludt, ky cuong hanh chinh, phu hop
véi cac quy dinh cta phap luat va muc dich, yéu cau cai cach hanh chinh, chu
truong hi¢n dai hoa nén hanh chinh nha nudc;

b) Phu hop véi truyén théng, ban sic vin hoa dan toc va diéu kién kinh
té - xa hoi cua dia phuong, dong thoi dap iing yéu cau hdi nhap quoc te;

c¢) Phu hgp vo1 dinh huéng xay dung doi ngii can bd, cong chirc chuyén
nghié¢p, hi¢n dai;

d) Pam bao tuan thu cac quy dinh cua Luat Can by, cong chic va cac
quy dinh cta phap luat c6 lién quan;

d) Bé cao trach nhiém ctia nguoi ding dau co quan trong viéce to chirc
thuc hién va guong mau chap hanh van hoa cong vu.

) Chuong 11 )
TINH THAN, THAI DO LAM V}EC; CHUAN MUC bAO bUC,
LOI SONG VA UNG XU CUA CAN BQ, CONG CHUC

Diéu 5. Tinh than, thai d§ lam viéc caa can bg, cong chirc

1. Céan b, cong chirc phai trung thanh vé1 Nha nude Cong hoa xa hdi
chu nghia Viét Nam; bdo v¢ danh du T6 quoc, loi ich qudc gia, dan toc va uy
tin clia co quan; ton trong va tan tuy phuc vu Nhan dan.

2. Khi thyc hién nhiém vu cong vu, can bd, cong chirc phai y thirc 16 vé
chuc trach, bon phan ctia ban than, bao gom:

a) Phai sin sang nhan va nd lyc hoan thanh t6t moi nhiém vu duoc
phan cong; khong kén chon vi tri cong tac, chon viée dé, bo viéc khé. TAm
huyét, tan tuy, guong mau lam tron churc trach, nhiém vu duoc giao; khong
vudng vao “tu duy nhiém ky”

b) Phai c6 ¥ thuc to chuc ky luat; sir dung c6 hiéu qua thoi gio lam
viéc, chu dong phoi hop trong thuc hi¢n nhi€ém vy, cong vu; tranh hién tuong
trung binh chu nghia, lam vi¢c qua loa, dai khai, kém hiéu qua; khong lam
viéc riéng trong gid lam viéc hanh chinh.

¢) Giai quyét yéu cau cong viéc ciia nguoi dan, dai dién to chirc ding
quy dinh, quy trinh;

d) Céan b9, cong chuc lanh dao 1anh dao khong loi dung vi tri cong tac
dé bo nhiém nguoi than quen; chi dong xin thoi gitt chirc vu khi nhan thay
ban than con han ché vé nang lyc va uy tin;



d) Chap hanh nghiém cac quy dinh vé viéc phai lam va khong duoc lam
khi thi hanh nhi€ém vu, cong vu theo quy dinh cia Luat Can bg, cong chuc va
cac quy dinh cta phap luat co6 lién quan;

e) Chap hanh nghiém noi quy, quy ché 1am viéc va cac quy ché cua co
quan.

Pieu 6. Chuan muc dao dirc, 10i song ciia can bg, cong chirc.

1. Céan bo, cong chirc phai khong nging hoc tdp nang cao ning luc
chuyén mon, nghié€p vuy; tu dudng, rén luyén vé dao duc, 16i séng. Thuc hién
can, kiém, liém, chinh, chi cong vo tu; trung thuc, gian di, théng than, chan
thanh; khong c6 biéu hién co hdi, séng ich ky, ganh ghét, d6 ky.

2. Can b9, cong chuc tuyét ddi khong duoc tham gia vao céc té nan xa
hoi, t€ “tham nhling vat”; khong dugc stir dung d6 udng c6 con trong thoi gian
lam viéc va gio nghi trua; hat thuéc dung noi quy dinh.

3. Can bo, cong chirc phai tuan thu ky ludt phat ngdén, chip hanh
nghiém Luit an ninh mang, khong st dung mang xa hoi dé khai thac, tuyén
truyén cac thong tin chwa duoc kiém chung, phién dién, mot chiéu anh hudng
dén hoat dong cong vuy;

4. Can by, cong chirc phai tuan thu chuan muc dao duc gia dinh va xa
hoi, thuan phong my tuc, truyén théng van hoa tbt dep cua dan toc; khong mé
tin di doan va c6 nhitng hanh vi phan cam khi tham gia 1& hoi.

Dieu 7. Chuan muye trng xir cia can b, cong chirc vdi cap trén

1. Tuén tha thir bac hanh chinh, phuc tung su chi dao, diéu hanh, phan
cong cong viée cua cap trén; khong trén tranh, thoai thac nhiém vu; khong
ninh bo 1ay long vi dong co khong trong sang. Ton trong va thyc hién nghiém
ché do bao céo cong viéc voi cap trén.

2. Khi thye hién nhiém vy, cong vu phai chap hanh quyet dinh cua cap
quan ly truc tiép. Truong hop c6 Quyét dinh cia cap trén cap quan ly truc
t1ep thi can bg, cong chirc phai thuc hién theo quyet dinh cua cap co tham
quyén cao nhat, dong thoi c6 trach nhiém bao cao cap quan ly truc tlep cua
minh vé viéc thyuc hién quyét dinh d6. Khi thuc hién quyet dinh cua céap trén,
néu thay co can ctr trai phap luat phai bao cao ngay bang vin ban voi ngudi ra
quyét dinh, truong hop van phai chap hanh quyét dinh thi khong phai chiu
trach nhiém vé hau qua cua cong viée thuc hién quyét dinh d6 gay ra.

Pieu 8. Chuan mue cia can bg, cong chirc véi cap dudi

1. Phan céng nhi€ém vu cho can bd, cong chic cap dudi rd rang.
Thuong xuyén don doc, ki€m tra vi¢c thuc hién nhiém vy, cong vu cia can
b0, cong chirc cap dudi.



2. Guong mau trong 16i séng, giao tiép, ung xur, chip hanh ky cuong
hanh chinh va ndi quy, cac quy ché ndi bo; gitr gin doan két ndi bd trong co
quan.

3. Pbi xtr dan chu, binh dang dbi véi cap dudi; khong duge duy ¥ chi,
ap dat, bao thu; phai t6n trong,ling nghe v kién cua cdp dudi. Co6 phuong
phap diéu hanh phu hop, phat huy dugc ning lyc, kinh nghiém, tinh sang tao
clia timg can bd, cong chire. Tao diéu kién dé cap dudi hoan thanh tét nhiém
vu dugc giao.

4. Phat huy dan chu, tao diéu kién trong hoc tap, nang cao trinh d9, phat
huy sang kién cua can b, cong chirc. Bao v¢ danh du, quyén va loi ich hop
phap cua can b, cong chirc thude tham quyén quan ly.

5. Cong tam, khach quan trong sir dung, danh gid can by, cong chuc
thudc quyén quan ly. Pong vién, khen thudng kip thoi, xtng dang ddi véi can
bd, cong chire va kién quyét xir Iy cac trudng hop vi pham cac quy dinh cua
phap luat theo phan cap quan 1y can bo, cong chirc.

Pieu 9. Chuan mure rng xi ciia can bg, cong chirc véi dong nghiép.

1. C6 thai d6 ton trong, tinh than hop téac, twong trg trong thuc hi¢n
nhiém vu, cong vu; bao vé danh du uy tin cia dong nghiép.

2. Thang than phé binh, kién quyét ddu tranh voi nhimg biéu hién sai
trai, tiéu cuc cua doéng nghiép trong co quan; khong chay theo chu nghia
thanh tich, khong bao che khuyet diém, khong bé phai, gdy mat doan két noi
b0; xay dung moi quan hé dong nghiép lanh manh, trong sang, c6 1y, c6 tinh;
khong phan anh sai sy that vé d6ng nghiép nham bdi nho danh du, lam mét uy
tin cua ddng nghiép.

Piéu 10. Chuin muec ing xir ciia can bd, cong chirc véi ngwoi dan

1. Tai co quan lam viéc:

a) Giai quyét yéu cau cong viéc cua nguoi dan dang quy dinh, quy
trinh. Khong dugc gay kho khan, phién ha, voi vinh, kéo dai thoi gian xur ly
cong viéc cua co quan, to chirc va ngudi dan; khong thd o vo cam, thleu trach
nhiém trudc r}hung khé khan, buc xtc cia nguoi dan; khong nhan tién, tai
san, loi ich bat hop phap tir phia co quan, doanh nghi€p va nguoi dan dudi
moi hinh thurc; dau tranh ngan chan t¢ “tham nhiing vat”.

b) Thai do ton trong, ling nghe, tan tinh huong dan vé quy trinh xu ly
cong viée va giai thich can k& nhitng thic mic clia nguoi dan;

c¢) Thuc hién “4 xin”: Xin chao, xin 16i, xin cam on, xin phép; “4 ludn”:
Ludén mim cudi, luon nhe nhang, luoén lang nghe, luén giup do;

d) Nghiém ttc nhan 18i, nhan khuyét diém, thanh khan tu phé binh, rat
kinh nghiém khi dé xay ra sai sot;



d) Truong hop nhing yéu cau ctia nguoi dan khong thudc tham quyén
giai quyet cua xa thi can by, cong chirc hudng dan ho dén dung don vi c6
thAm quyén giai quyét.

2. Tai khu dan cw va noi cong cong:
a) Tai kkhu dan cu:

Guong mau thuc hién, tuyén truyén, van dong gia dinh, nguoi than,
nguoi dan tham gia thyc hién chu truong, duong 16i ciia Pang, chinh sach,
phap luat cia Nha nudc va huong ude, quy udc di duge co quan cd tham
quyén phé duyét.

Khong t6 chirc cac hoat dong cudi hoi, viéc tang, mung tho, sinh nhat,
tan gia, thang chuc, cac hoat dong khac ctia ban than va gia dinh vi muc dich
vu loi.

b) Tai noi cong cong:

Guong mau chap hanh va van dong nguoi dan thyc hién cac néi quy,
quy tic cong cong; khong vi pham cac quy dinh vé dao duc, vé thuan phong
my tuc, ban sdac van hoa dan toc.

Khong tham gia, xui duc, kich dong hodc bao che cac hanh vi vi pham
phép luat cua nguoi khac.

Piéu 11.Ngon ngit, thai do giao tiép, ing xir va sir dung dién thoai.

1. Ngon ngir giao tiép phai chuan muc, ré rang, lich su.

2. Khi giao tiép qua dién thoai, can b9, cong chirc phai xung tén, chirc
vy, co quan cong tac; trao doi ngan gon, tp trung vao ndi dung cong viéc;
diéu chinh am lugng giong no6i ciia minh vira da nghe, tranh anh huong dén
cong viéc ciia ngudi xung quanh.

‘3. Té} chuong dién thoai di dong trong cac cudc hop, hdi nghi. Truong
hgp can thiét, vi¢c sir dung dién thoai di dong phai dam bao khong anh hudng
dén cudc hop, hoi nghi.

) Chuong I11
TRANG PHUC, LE PHUC VA THE CAN BQ, CONG CHUC

Piéu 12. Trang phuc

1. Khi thyc hién nhiém vy, can by, cong chirc phai mac trang phuc lich
su, dau toc gon gang; di giay hoac dép cd quai hau, phu hop véi thoi tiét, tinh
chat cong viéc.

2. Can b, cong chirc lam viée tai BO phan tiép nhén va tra két qua xa
phéai mac trang phuc lich su, gon gang khi thyc hién nhi€ém vu, cong vu.



3. Trang phuc tai 15 chao co dau thang” Can bo, cong chirc nam mac 4o
sO mi mau trang, quan sam mau, nit mac ao trang phuc cong sdémau trang.

Piéu 13. Lé phuc

Lé& phuc cua can bg, cong churc la trang phuc chinh thirc dugc sir dung
trong nhirng buoi 1€, su kién trong thé.

1. Nam: Ao so mi thit calavat

2. Nir:Comple nit hodc 40 dai truyén thong

Diéu 14. Thé can b, cong chirc

1. Can bo, cong chirc phai deo thé khi thyc hién nhi¢m vy, cong vu.

2. Thé can bo, cong chiuc theo miu quy dinh tai Thong tu sb

06/2008/TT-BNV ngay 22/12/2008 cta bd Noi vy vé viéc quy dinh vé mu
thé va viéc quan ly, sir dung thé d6i voi can bg, cong chure.

. Chu”O’ng | \Y )
BAI TRI CONG SO

Piéu 17. Bién tén co quan

Bién tén co quan gan tai cong chinh, trén bién ghi o tén goi day du
bang tiéng Viét va dia chi co quan. Bién tén co quan theo quy dinh tai Thong
tu 05/2008/TT-BNV ngay 07/8/2008 cta Bo ndi vu hudng dan vé bién tén co
quan hanh chinh Nha nudec.

Pic¢u 18. Phong lam viéc
Tai try s6 UBND x4 phai cong khai quy dinh lich lam viéc d6i véi to

chtrc, ca nhan; so d6 cua cong so ldp tai noi d& nhin, thuan loi phuc vu cho
cong tac diéu hanh va phuc vu khach dén lién hé cong tac.

Phong 1am viéc co bién tén ghi 10 10 tén, ho va tén, chirc danh can bg,
cong chirc; phong c6 tir 02 nguoi trd 18n thi niém yét danh sach, chirc vu can
b0, cong chuc trudc phong lam viéc. Tai ban lam viéc co bién tén va chuc
danh ctia can bd, cong chirc.

2. Phong lam viéc phai dam bao gon gang, ngan nap, sach s&, khoa hoc,
hop ly, vira thuén tién trong cong viéc, vira dam bao yéu cau vé an toan chay
nd.

3. Can b, cong churc phai ¢o y thirc gitt gin v¢ sinh moi trudng trong
phong 1am viéc va trong co quan; khong 1ap ban thd, thip huong, khong nau
nuéng, an udng ruou, bia trong phong 1am viéc.



Diéu 19. Phong hop va hdi truwong

B4 tri treo Qudc ky, cd Dang, tuong Bac Ho; phong, bang ron; ban ghé
trong hoi truong, phong hop dugce sap xép dam bao hop ly theo quy dinh.

Pi¢u 20. Khudn vién, cAy xanh; ciu thang, hanh lang, khu vé sinh

Khuon vién, cay xanh b tri ddm bao my quan thuan tién cho cong tac
ctru ho, thoat hiém, phong chay, chira chay. Cau thang, hanh lang, san vuon
dam bao sach s€, gon gang.

7 Chuong V
TO CHUC THUC HIEN

Picéu 21. Uy ban nhan déan xi c¢6 trach nhiém t6 chirc quan triét siu sac
cac noi dung cia Quy ché dén can bo, cong chirc, ngudi hoat dong khong
chuyén trach thugc Uy ban nhan dan x4, truong thon va tuyén truyén rong rii
trong nhan dan. Pdng thoi phdi hop véi cac cip, cac nganh t6 chic thyuc hién
tt cac nodi dung ctia Quy ché.

Trong qué trinh t6 chtc thuc hién néu c6 khé khin, vudng méc hay can
thiét stra doi, bd sung can bo, cong chirc, ngudi hoat dong khong chuyén trach
kip thoi phan anh vé Van phong UBND x4 dé tong hop, bao céo trinh Chit
tich UBND x4 xem xét, quyét dinh./.

TM. UY BAN NHAN DAN
CHU TICH

Phan Van Doai



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

XA KIM HOA Poc 1ap — Tu do — Hanh phuc
S6153/QD-UBND Kim Hoa, ngay 05 thang 8nam 2020
QUYET PINH

Vé viéc ban hanh Quy ché viin héa cong vu tai UBND xi Kim Hoa

UY BAN NHAN DAN XA

Can cw Ludt Té chire chinh quyén dia phwong ngay 19/6/2015;

Can cir Ludt Can bo, cong chirc ngay 13/11/2008; ludt sua doi bé sung

mot so diéu nam 2019;

Can civ Quyét dinh so 129/2007/0D-TTg ngay 27/12/2007 cia Thii
twong Chinh phu ban hanh Quy ché van hoa cong so tai cdac co quan hanh
chinh nha nwoc,

Can cir Quyét dinh s6 1847/0D- TTg ngay 27/12/2018 ciia Thii twéng
Chinh phu ve viéc phé duyét Bé an Van hoa cong vu,

Can cir Quyét dinh s6 20/2019/0D-UBND ngay 19/4/2019 ciia Uy ban
nhan dan tinh Ha Tinh vé viéc ban hanh Quy ché van hoa cong vu tai cdc co
quan, don vi trén dia ban tinh Ha Tinh;

Theo dé nghi ciia Van phong UBND xd.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché van hoa céng vu
tai UBND xa Kim Hoa.

Piéu 2. Quyét dinh nay co hiéu lyc ké tir ngdy ban hanh.

Van phong xa, can bg, cong chirc, can b khong chuyén trach xa va céc
to churc, ban nganh c¢6 lién quan chiu trach nhi€m thi hanh Quyét dinh nay./.

Not nign: TM. UY BAN NHAN DAN
- Nhu Piéu 3; i

- UBND huyén; }Dé b/c CHU TICH

- Phong Noi vuy;

- TV bang uy;

- TT HDND x&; (Da ky)

- Luu: VP-UBND.

Phan Van Doai






