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

XA PHU THINH Doc 1ap - Tw do — Hanh phiic
S6:362 /QD-UBND Phui Thinh, ngay 19thang 8 nam 2025
QUYET PINH

Vé viéc ban hanh Quy ché Vin héa cong vu ciia can bd, cong chire,
vién chire, ngudi lao dong thuge UBND xa Phu Thinh

UY BAN NHAN DAN XA PHU THINH

Can cir Ludt T6 chirc chinh quyén dia phiong ngay 16/6/2025;

Can cur Ludt Can bg, cong churc ngay 24/06/2025;

Can cit Quyét dinh sé 129/2007/0P-TTg ngay 02 thang 8 nam 2007 ciia
Thii twéng Chinh phii ban hanh quy ché vin héa céng so tai cdc co quan hanh
chinh nha nwoc;

Can cir Quyét dinh s6 1847/QD-TTg ngay 27/12/2018 ciia Thii twéng Chinh
phii vé viéc phé duyét Bé an vin héa cong vu,

Can cir Nghi dinh s6 170/2025/NP-CP ngay 30/6/2025 ciia Chinh phii quy
dinh vé tuyén dung, sir dung va quan y céng chirc;

Theo dé nghi ciia Truwéng phong Vin héa — Xa héi xa Phii Thinh.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy “Quy ché van hoa cong vu cta
can b, cong chure, vién chire, nguodi lao dong thuéec UBND x& Phu Thinh”.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong HDND va UBND x&, Trudong phong Vin hoa —
X4 hoi, Thu truong cac co quan, don vi, can bd, cong chirc, vién chirc, ngudi lao
dong thudoc UBND x4, céac t6 chirc, c4 nhan c0 lién quan chiu trach nhiém thi hanh
Quyét dinh nay./. .0

Noi nhgn: TM. UY BAN NHAN DAN
- Nhu diéu 3; [
- S6 N¢i vu tinh Thai Nguyén;

- TT Pang uy, TT HDND x3;

- Chu tich, Phé Cha tich UBND x4;
- Luu: VT, PVHXH.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do — Hanh phic

QUY CHE
Vian hoa cong vu cia can b, cong chire, vién chirc,
nguoi lao dong thugc UBND xa Phi Thinh
(Kém theo Quyét dinh s6 36JQP-UBND ngay 19/8/2025 ciia UBND xd Phii Thinh)

Chuwong |
NHUNG QUY PINH CHUNG

Piéu 1. Muc dich

1. Nang cao vin hoa cong vu gép phan xay dung nén hanh chinh chuyén
nghiép, trach nhi€ém, minh bach, hiéu qua, vi Nhan dan phuc vu.

2. Ké thira, phat huy cac gia tri van hoa tot dep cua dan toc, dong thoi dap
ung yéu cau hdi nhap quoc teé.

3. Nang cao dao duc cong vu cua can b, cong churc; tang cuong ky luat, ky
cuong hanh chinh; phong, chéng tham nhiing.

4. B¢ cao trach nhiém ctua nguoi dirg dau co quan, don vi trong thuc hién
van hoa cong vy, van hoa ing xur.

Pi¢u 2. Pham vi diéu chinh va déi twong ap dung

- Pham vi diéu chinh: cac co quan, don vi thuéc UBND xa.

- bbi tuong ap dung: can bd, cong chirc, vién chirc, nguoi lao dong cac co
quan, don vi thuoc UBND xa.

Piéu 3. Nguyén tic thue hién vin héa cong vu, irng xir giao tiép

1. Xay duyng méi trudng vin héa cong s& van minh, hién dai gan v6i nang
cao dao dtic cong vy, tang cuong ky luat, ky cuong hanh chinh, phu hop véi cac
quy dinh cua phap luat va muc dich, yéu cau cai cach hanh chinh nha nudc, chu
trrong hién dai hoa nén hanh chinh nha nudc.

2. Phu hop véi truyén théng, ban sic vin hoa dan toc va diéu kién kinh té -
xa hoi, dong thot dap g yéu cau hoi nhap quoc te.

3. Phu hop véi dinh hudng xay dung doi ngii cong chirc chuyén nghiép, hién dai.

4. Bam bao tuan thu cac quy dinh cua Luat Can bg, cong chuc va cac quy
dinh cta phap luat c6 lién quan.

5. Pé cao trach nhiém cua ngudi ding du co quan, don vi trong viée to
chtrc, thuc hién va guong mau chap hanh van hoa cong sé.
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Chwong I1
CHE PQ LAM VIEC, TRANG PHUC, LE PHUC
CUA CAN BQ, CONG CHUC, VIEN CHU'C, NGUOI LAO PONG

Piéu 4. Ché d6 lam viéc

1. Thoi gian 1am viéc hanh chinh cac ngay trong tuan:

- Mua hé: Bubi sang tir 07 gio 00 phat dén 11 gio 30 phut; budi chiéu tir 13
gi0 30 phat dén 17 gio 00 phut.

- Mua dong: Budi sang tir 07 gior 30 phut dén 11 gio 30 phut; budi chiéu tur
13 gid 00 phat dén 17 gior 00 phut.

- Can bo, cong chuc, vién chuc, nguoi lao dong chap hanh nghiém tac gio
lam viéc; khong di mudn, vé sém; dam bao thoi gian lam vi¢c theo quy dinh.

- Thu trudng cac co quan, don vi c6 trach nhiém don ddc, kiém tra, theo doi
viéc chép hanh ky luat lao dong cua can bg, cong chirc, vién chirc, ngudi lao dong
thudc tham quyén quan 1y; chiu trach nhiém truée Lanh dao UBND x4 khi ¢6 cong
chuc, vién chue, nguoi lao dong vi pham ky luat, ky cuong hanh chinh.

2. Trong g1 lam viéc luon cod y thirc tao khong khi lam viéc nghiém tuc,
doan két, than thién. Moi hoat dong c4 nhan trong gio lam viéc can dam bao khong
anh hudng dén cong viéc cua cac thanh vién khac.

3. Can bg, cong chire, vién chirc, nguoi lao dong phai nghiém tac thuc hién
quy ché phoi hop trong qua trinh xtr Iy cong viéc, ddm bao hoan thanh cong viéc
mot cach hiéu qua, chinh xac, dung quy dinh.

Piéu 5. Trang phuc

1. Can b, cong chirc, vién chirc, ngudi lao dong dén co quan 1am viéc phai
mac trang phuc cong s& lich sy, dau toc gon gang, di giay hoac dép co quai hau.
Trang phuc phai phu hop véi tinh chat cong viéc, dac thu cia nganh va thuan
phong, my tuc ctiia dan toc (quan, 4o kin ddo, vay dai qua dau goi, khong xé ta qua
cao, khong dugc mac do phong khong co6 ve ¢o).

Khuyén khich nit can b, cong churc, vién chue, nguoi lao dong mac trang
phuc truyén thong dan toc vao cac ngay I€, tét hodc cac dip dac biét ciia co quan.

2. P6i v6i nhimg nganh ¢ trang phuc riéng thi thyc hién theo quy dinh
riéng cua nganh.

Piéu 6. Lé phuc

L& phuc cua can bo, cong chirc, vién chirc, ngudi lao dong 1a trang phuc
chinh thirc dugc stir dung trong nhitng bubi 1€, cudc hop trong theé.

- Lé phuc Nam: bo comple, 40 so mi Sang mau, cravat.
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- L& phuc Nit: bd 4o dai truyén théng, bd comple nir.
Diéu 7. Peo thé can b, cong chirc

1. Thé can bd, cong chirc ¢b té€n co quan, anh, ho va tén; chirc danh, ma $6
thé cua can bg, cong chirc, vién chuc; thyc hi¢n thong nhat theo mau quy dinh cua
B0O No1 vu.

2. Trong qué trinh thyc hi¢n nhi€ém vu can bd, cong chirc phai deo thé hoac
cai thé tén, phu hiéu, chirc danh theo quy dinh.

3. Thuc hién thu tuc lam thé moi, cép dbi thé khi ¢o yéu cau theo quy dinh;
quan 1y, ki€m tra viéc deo thé, sir dung thé ctia can by, cong chirc; di€u chinh kip
thoi thé can bg, cong chirc ddm bao viée str dung thé nghiém tac, dung chirc danh.

Chuwong 111
THU'C HIEN VAN HOA CONG VU

Dicu 8. Ve tinh than, thai d§ lam viéc cia can b, cong chirc, vién chire,
nguwoi lao dong

Can bd, cong churc phai trung thanh véi Nha nude Cong hoa xa hoi chu
nghia Viét Nam; bao vé danh dy T6 quéc va loi ich qudc gia; tén trong va tin tuy
phuc vu Nhan dan. Khi thuc hi¢én nhiém vy, cong vu, can bd, cong chuc phai y
thtrc rd vé chuc trach, bon phan cua ban than, bao gém:

1. Phai san sang nhan va nd lyc hoan thanh tdt moi nhiém vu dugc phan
cong; khong kén chon vi tri cong tac, chon viéc dé, bo viéc kho. Tam huyét, tan
tuy, guong mau lam tron chirc trach, nhiém vu dugce giao; khong vudng vao “tu
duy nhiém ky”.

2. Phai c6 y thuc t6 churc ky luat; sit dung c6 hi¢u qua thoi gio lam viéce;
tranh hién tuong trung binh chu nghia, lam viéc qua loa, dai khai, kém hi€u qua;
nghiém chinh chap hanh ndi quy, quy ché cta co quan; chii dong phdi hop trong
thuc hién nhiém vy, cong vu.

3. Khong duoc gay kho khan, phién ha, voi vinh, kéo dai thoi gian xur ly
cong vi¢c cua co quan, t0 churc va nguoi dan; khong thd o, vé cam, thiéu trach
nhiém trudc nhitng kho khan, bic xtic cia ngudi dan.

4. Can bg lanh dao phai cong tam, khach quan trong sir dung, danh gia can
bo thudc quyén quan ly; khong loi dung vi tri cong tac dé bé nhiém ngudi than
quen; chu dong xin thoi gitt chirc vu khi nhan thay ban than con han ché vé nang
luc va uy tin.

Dieu 9. Chuan muc giao tiép, rng xir ciia can b, cong chirc, vién chire

1. Trong giao ti€p vo1 nguoi dan, can by, cong chuc phai ton trong, lang
nghe, tan tinh huéng dan vé quy trinh xtr ly cong viéc va gidi thich can k& nhiing
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thic mic cua nguoi dan. Thyc hién “4 xin, 4 luén”: xin chao, xin 16i, xin cam on,
xin phép; luén mim cuo1, luén nhe nhang, luén lang nghe, luén giap do.

2. Dbi véi ddng nghiép, can bd, cong chirc phai cé tinh than hop tac, tuong
trg trong thuc hién nhi¢ém vu, cong vu; khong bé phai gdy mat doan két ndi bd cua
co quan, to chtrc.

3. Pbi véi 1anh dao cép trén, can bg, cong chirc phai tuan thu thir bac hanh
chinh, phuc ting su chi dao, di€u hanh, phan cong cong vi¢c cua cap trén; khong tron
tranh, thoai thac nhiém vu; khéng ninh bo lay long vi dong co khong trong sang.

4. Can b9, cong chuc gilt chue vu 1anh dao, quan 1y khong dugc duy y chi,
ap dat, bao thu; phai ton trong, lang nghe y kién cua cap dudi; guong mau trong
giao tiép, ng xu.

Piéu 10. Chuan muec vé dao diic, 16i sdng ciia can bd, cdng chire, vién chirc

1. Can bo, cong chirc phai khong ngimg hoc tap, tu dudng, rén luyén vé dao
dtrc, 161 song. Thuc hién can, ki€ém, 1li€ém, chinh, chi cong vo tu; trung thuc, gian di,
thang than, chan thanh; khong c6 biéu hién co hoi, song ich ky, ganh ghét, do ky.

2. Can bg, cong chirc khong duoc danh bac, sa vao cac té nan xa hoi; khong
dugc sir dung do udng c6 con trong thoi gian lam viée va gio nghi trua; hit thuoc
la ding noi1 quy dinh; phai tudn thu ky luat phat ngon, khong st dung mang xa hoi
dé khai thac, tuyén truyén cac thong tin chua dugc ki€ém chung, phién dién, mot
chiéu anh huong dén hoat dong cong vu.

3. Can bo, cong chirc phai tuan thu chuan muc dao dic gia dinh va xa hdi,
thuan phong my tuc, truyén thong van hoa tot dep cua dan tdoc; khong mé tin di
doan va c6 nhitng hanh vi phan cam khi tham gia 1€ hoi.

Chuong IV
BAI TRi CONG SO

Picu 11. Treo Qudc huy, Quoc ky

Quéc huy duoc treo trang trong tai phia trén cong chinh hoic tda nha chinh,
Quéc huy va Qudc ky dugc treo 24/24 gid hang ngay tai vi tri d3 duoc quy dinh.
Quéc huy va Quéc ky phai duge thudng xuyén theo ddi khéng dé qua cii, rach nat.

Trudng hop Qudc tang tuan theo nghi 1& Nha nudc quy dinh vé viéc to chuc tang
1& nha nudic; khi don tiép khach nudc ngoai theo nghi 18 don tiép khach nudc ngoai.

Picu 12. Bién tén co quan

Bién tén co quan duogc b6 tri tai khu vuc céng chinh thé hién: Tén co quan,
dia chi bang Tiéng Viét. Kich c& va thé thirc bién tén co quan do ngudi ding dau
quyét dinh theo quy dinh ctia phap luat.



Piéu 13. Phong lam viéc

1. Phong 1am viéc phai c6 bién tén ghi rd tén phong, bd phan bang Tiéng Viét
va thuc hién theo mau théng nhat. Bién tén phong lam viéc duoc dat tai vi tri phia
trén, cira chinh ra vao ctia phong lam viéc, dit bién phai tai vi tri d& nhin, dé thay.

2. Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngin nap,
khoa hoc, hop 1y; cac thiét bi trong phong lam viéc phai duoc bé tri gon gang va
thuan loi cho céac thanh vién trong phong lam viéc.

3. Khong dugc st dung cac thiét bi dun, ndu ctia c4 nhan trong phong lam
viéc; khong duoc dé cac vat liéu no, chat dé chay, khong dugc tu y 1ap ban tho va
cac hoat dong mé tin, di doan trong phong lam viéc.

4. Khuyén khich viéc trang tri cdy xanh trén ban 1am viéc, trong phong lam
viéc & cac vi tri phtt hop, dam bao tham my.

Piéu 14. Vé sinh khudn vién tru s, phong lam viéc

1. Céan b9, cong chuc, vién chirc, nguot lao dong co6 trach nhi€m giit vé sinh
co quan dam bao méi truong 1am viée xanh, sach, dep, gon gang, ngan nap; hang
ngay t6 chiic vé sinh, sip xép phong lam viéc, kiém tra an toan vé dién va cac diéu
kién khac; trudng hop hu hong, mét an toan phai kiém tra, sra chira.

2. Héng tuan to chirc vé sinh khuén vién tru sé; don dep, sép Xép ho so, tai
ligu va v¢ sinh phong lam viéc.

Piéu 15. Khu vue dé phuong tién giao thong

Pé phuong tién tham gia giao thong dung khu vuc bd tri dé phuong tién giao
théng cho can b, cong chirc, vién chire, nguoi lao dong va noi dé phuong tién
giao thong cua khach dén giao dich, lam viéc.

Khong thu phi gtri phuong tién giao thong ciia nguoi dén giao dich, 1am viée
tai co quan.

Chuwong V
KHEN THUONG VA KY LUAT

Piéu 16. Khen thuéng, ky luit

1. Tap thé, can b9, cong chtrc, vién chire, ngudi lao dong cac co quan, don
vi thuoc UBND x4 thyc hién tét Quy ché nay 13 cin ctr dé xem xét biéu duong,
khen thuong.
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2. Tap thé, can b, cong chirc, vién chirc, ngudi lao dong vi pham cac quy
dinh tai Quy ché nay thi tiy theo murc d6 vi pham sé& bi xir 1y theo quy ché lam viéc
ctia co quan va cac quy dinh ctia phap luat hién hanh.

| Chuong VI
TO CHUC THUC HIEN

Pi¢u 17. Phong Vin héa - X hoi

1. Niém yét cong khai Quy ché nay tai try sé lam viéc, Trung tam phuc vu
hanh chinh cng xa.

2. Gitp Lanh dao UBND xa huéng dan, kiém tra, dén dc, viéc thuc hién
Quy ché tai cac co quan, don vi. Thyc hién danh gia, nhan xét can bg, cong chire,
vién chuc, nguot lao dong gén vo1 thuc hién van hoa cong vu hang nam; bao céo
Chu tich UBND xa tinh hinh thyc hién van héa cong vu ctua doi ngii can bg, cong
chtrc, vién chirc, nguoi lao dong hing nam.

3. Thong tin, tuyén truyén vé vin hoa cong vy; kip thoi néu guong ngudi tot,
vige tot, phé phan cac hién tuong ca nhan, td chirc vi pham cac quy dinh vé van
hoa cong vu. Pang tai Quy ché vian hoa cong vu trén Trang thong tin dién tir x4.

Piéu 18. Can bd, cong chirc, vién chirc, ngudi lao dong thuoc UBND xa
Phu Thinh

1. Nguoi ding dau cac co quan, don vi to chitc quan triét, trién khai, kiém
tra, don ddc thuc hién Quy ché; Chiju trach nhiém truéc Chu tich UBND xa khi ¢
cong chirc, vién chirc, ngudi lao dong thudc tham quyén quan 1y vi pham Quy ché
va cac quy dinh phap luét c6 lién quan va tuy theo mirc d¢ s€ bi xem xét, xu ly
theo quy dinh.

2. Can bo, cong churc, vién chirc, nguoi lao dong cac co quan, don vi thudc
UBND x4 c6 trach nhiém thyc hién day du Quy ché nay.

3. Thuc hi¢n danh gia, nhan xét can bd, cong chuc, vién chuc, nguodi lao
dong gén vo1 thye hién van hoa cong vu hrfmg nam.

Piéu 19. Pidu khoin thi hanh

Quy ché dugc phé bién dén tit ca can bo, cong chtc, vién chire, nguoi lao
dong trong co quan UBND xa Phu Thinh, trong qua trinh thyc hién c6 kho khan,
vudng mic bao cdo Chu tich UBND xa dé xem xét, stra d6i, bd sung cho phu hop
quy dinh phap luat./.
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