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

THI TRAN PO LUONG Doc 1ap - Tw do - Hanh phuc
S6: 286 /QD — UBND Thi Tran, ngay 21 thdng 9 niam 2022
QUYET PINH

V& viéc ban hanh quy dinh chuin muc dao dic ciia can b, cong chirc
ngudi lao dong thudc co quan UBND thi trin Pé Luong

UY BAN NHAN DAN THI TRAN PO LUONG

Can cir Ludt Té chire chinh quyén dia phirong ngay 19/6/2015; Ludt sira doi,
b6 sung mét sé diéu ciia Ludt Té chivc Chinh phii va Ludt Té chirc chinh quyén dia
phuong ngay 22/11/2019;

Can cir Luat Can bg, cong chuc nam 2008; Ludt sira doi, bo sung mot s6
diéu cia Ludt Céan bé, cong chue va Luat Vién chirc nam 2019,

Can cir Nghi dinh s6 59/2019/ND-CP ngay 01/7/2019 ciia Chinh phii quy
dinh chi tiét mot so diéu va bién phdp thi hanh Ludt phong, chéong tham
nhiing; Quyét dinh so6 1847/0P-TTg ngay 27/12/2018 cia Thi twéng Chinh phii
phé duyét Pé an Vin héa cong vu;

Theo dé nghi ciia vin phong HPND-UBND thi tran P6 Luwong.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Quy tic ing xir clia can bo,
cong chirc, nguoi lao dong thudc co quan UBND thj tran D6 Luong

Piéu 2. Quyét dinh ndy c6 hiéu luc thi hanh ké tir ngdy ban hanh.

Van phong HDND- UBND; Céac ban nganh lién quan, can b, cong chuec, can bo
khong chuyén trach, ngudi lao dong thi tran D6 Luong cin cir Quyét dinh thi
hanh./.

Noi nhin: TM. UY BAN NHAN DAN
- Phong Noi vu huyén; CHU TICH

- TT Pang uy, TT HDND thi; =

- Chu tich, cac PCT UBND thi;
- Nhu Dbiéu 2;

- Luu: VT.
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QUY TAC
1g XU cia can bg, cong chire, nguoi lao dong thudce co quan
UBND thij trin Pé Lwong
kém theo Quyét dinh s6 286 /OD-UBND ngay 21/9/2022 ciia Uy ban
nhan dan Th; trdn D6 Luong)

Chuong I
MUC PiCH, PHAM VI, POI TUQNG

Piéu 1. Muc dich

1. Nang cao vin hoa cong vy, gop phan hinh thanh phong cach tng xur, 18
161 1am viéc chuan muc cua doi ngli can bd, cong churc, cuia thi; ddm bao tinh
chuyén nghiép, liém chinh, trach nhi€ém, nang dong, minh bach, hiéu qua trong
hoat dong thuc thi nhiém vu.

2. La co s& dé mbi can b, céng chire, tir diu chinh hanh vi ciia minh nham
dat cac chuan myc vin hoa theo quy dinh.

3. Thyc hién cong khai cac nhi¢ém vy, cong vu va mot s6 quan hé xa hoi
lién quan dén viéc thuc thi cong vu cua can by, cong churc, vién chirc; nang cao y
thure, trach nhiém cua can bg, cong chirc, vién chuc trong cong tac phong, chéng
tham nhiing.

4. P& cao trach nhiém cia nguoi dung dau co quan, don vi trong thuc hi¢n
van hoa cong vu; 1am cin ctr dé cac co quan, don vi c6 thAm quyén xem xét trach
nhiém khi can bg, cong chirc, vién chirc vi pham cac chuin muc xr su trong thi
hanh nhiém vu, céng vu va trong quan hé x3 hoi, dong thoi 1a cin ctir & Nhan dan
giam sat viéc chap hanh cac quy dinh phap luat cia can b, cong chirc.

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

1. CAc ban, nganh, doan thé cap thi.

2. Boi tuong 4p dung Quy tic nay 1a tat ca can bo, cong chirc, nguoi lao dong
lam viéc trong co quan UBND thi tran D6 Luong.

Chuong IT
QUY TAC UNG XU CHUNG

Pi¢u 3. Trang phuc, tic phong, 1¢ 16i, noi 1am viéc ciia can b, cong
chirc.

Khi [am viéc tai cong s& va trong thoi gian thyc thi nhi€ém vy, cong vu can
b0, cong churc phai tuan theo cac quy dinh sau:

1. Mic trang phuc tai cong sé lich su, dau toc gon gang, di gidy hodc dép
c6 quai hau. Trang phuc phai phu hop véi tinh chit cong viéc va thuan phong, my
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tuc cua dja phuong ( khong xé ta qué cao, khong duoc mic quan bo rach, 4o phdng
khong c6 ve cé). Khuyén khich can bg, cong chuc, vién chirc mac déng phuc vao
cac ngay 18, tét hodc cic ngay trong dai ctia co quan

2. Tu thé, tac phong, ctr chi nghiém tuc; thai d6 niém nd, hoa nha, khiém
tén, 1& phép, ton trong nguodi giao tiép; s dung ngbn ngir chuin muc, rd rang,
mach lac.

3. Can b, cong churc phai deo hodc cai thé tén, chitc danh ding quy dinh.

4. Khong lam viéc riéng, gdy mat trat tu trong gio 1am viéc.

5. Khong hut thude 14 tai co quan, phong lam viée; khong sir dung do udng
c6 con trong gid 1am viée, gio nghi trua cac ngay 1am viéc;

6. Khong deo tai nghe, mé nhac, nghe nhac, choi dién tir va cac thiét bi giai
tri ¢4 nhan trong gio lam viéc.

7. Giit gin vé sinh noi cong s& va noi 1am viéc; khong thap huong trong phong
lam viéc; khéng luu trir cac hinh anh, noi dung van hoa pham doi truy, tai liéu chong
Dang, Nha nudec.

Piéu 4. Ung xir cita can b, cong chire trong thure thi cong vu

1. Nhiing viéc can b0, cong chirc phai lam:

a) Trung thanh v&i Nha nudc Cong hoa xa hoi chu nghia Viét Nam; bao vé
danh dy To6 quéc va loi ich qudc gia; ton trong va tan tuy phuc vu Nhan dan. Khi
thuc hién nhiém vy, cong vy, can bd, cong chirc, vién chuc phai ¥ thirc ro vé chirc
trach, bon phan, nhiém vu, san sang nhan va nd luc hoan thanh tdt moi nhiém vu
dugc giao.

b) Thue hién dang va day du cac quy dinh vé nghia vu cua can bd, cong
chtrc theo quy dinh ctua phép luat vé can b, cong chtre, vién chuec.

¢) Trong qua trinh thyc thi cong vu ma tiép xtc truc tiép hodc bang vin ban
hanh chinh hodc qua cac phuong tién thong tin (dién thoai, thu tin, qua mang
internet...) v&i to chirc va cong dan thi phai bao dam thong tin trao doi dung noi
dung cong viéc ma t6 chirc va cong dan can hudng dan, tra 10i; phai ton trong, ling
nghe, tan tinh huéng dan vé quy trinh xir Iy cong viéc va giai thich cin k& nhiing
thic méc cta t6 chirc va cong dan. Thuc hién “4 xin, 4 ludn™: xin chao, xin 16i, xin
cam on, xin phép; luén mim cudi, ludn nhe nhang, ludn lang nghe, ludn gitp dd.

d) C6 trach nhiém hudng dan cong khai cho t chiic, cong dan quy trinh thuc
hién di dugc cap c6 tham quyén phé duyét bao dam cac yéu cau cia to chiic va cong
dan duoc giai quyét ding quy dinh ctia phap luat, dung thoi gian quy dinh.

Truong hop cong viéc bi kéo dai qua thoi gian quy dinh, can bo, cong chirc ¢
trach nhiém bao cdo ngudi ding dau co quan bang van ban néu 16 1y do qué han, thoi
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gian de nghi gia han thuc hién nhiém vu, déng thoi thong bao cong khai cho t6 churc
va cong dan c6 yéu cau biét 15 1y do.

@) Phai chiu trach nhiém trudc phap ludt vé& hanh vi cia minh.

2. Nhiing viéc can b, cong chure khong dugce lam:

a) Sa vao cac t¢ nan xa hoi dudi moi hinh thire; lo1 dung chic vu, quyén
han ciia ca nhan, danh nghia ciia co quan, t6 chic dé giai quyét cong viéc nham
truc 1o1 cd nhan, gia dinh hodc ngudi than (nhu vay, muon, hira hen, chay viéc,
chay du an, dé an...) dé chiém dung tién hodc tai san cua nguodi khac lam anh
huong dén uy tin cta co quan, to chirc, don vi va ca nhan.

b) C6 thai d§ hodc hanh vi quan liéu, ctra quyén, hach dich, nhiing nhiéu,
hach sach nguoi dan, gy cang thang, birc xtic, doa nat ngudi dan; goi ¥ dua tién,
nhan tién, qua biéu hodc nhan giai quyét cong viéc bén ngodi co quan, ngoai gid
lam viéc dé truc 1oi ca nhan; thd o, vo cam, thiéu trach nhiém trudc nhirng kho
khin, vudng méc cta to chire va cong dan.

¢) Tur chéi cac yéu cau dung phap luat ciia nguoi can duoc gidi quyét phu
hop véi chuce trach, nhiém vy dugc giao.

d) Lam mat, hu hong hodc lam sai léch ho so, tai liéu lién quan dén yéu cau
ctia t6 chirc va cong dan khi duoc giao nhiém vu giai quyét; phai tuan tha ky ludt phat
ngon, khong str dung mang xa hoi dé khai thac, tuyén truyén cac thong tin chua duoc
kiém chung, phién dién, mot chiéu anh hudng dén hoat dong cong vu.

d) Lam 16 bi mat Nha nudc, bi mat cong tac va bi mat ndi dung cung ho tén
ngudi viét don thu td cao theo quy dinh cua phap luat.

e) Cac viéc khac theo quy dinh cta phap luat vé can bd, cong chirc, phap
luat vé phong, chdng tham nhiing; thue hanh tiét kiém, chong lang phi va cac quy
dinh khéc cua phap luat c6 lién quan.

Piéu 5. Ung xir ciia can b, cong chirc giit chire vu linh dao, quan ly

1. Phai dé cao trach nhiém néu guong cua nguoi dimg dau. Khong loi dung
vi tri cong tac dé bd nhiém nguoi than quen; chu dong xin théi gitt chirc vu khi
nhan thay ban than con han ché vé ning lyc va uy tin thip. Tam huyét, tan tuy,
guong mau lam tron chire trach, nhiém vu duoc giao; khong vudng vao “tu duy
nhiém ky”.

2. Cong tam, khach quan trong sur dung, danh gia can b, cong chirc, vién
churc thudc quyén quan ly; nam bét kip thoi tam 1y, 161 séng, 1& 161 lam viéc, tao su
cong bang va phat huy dan chu, kinh nghiém, sang tao cta can bd, cong chirc, vién
chuc khi thyc hién nhiém vy, cong vu; khong dugc duy y chi, ap dat, bdo thu; phai
t6n trong, lang nghe y kién cua cap dudi.
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3. Bdo v¢ danh du cua cén bg, cong chirc, vién chirc khi ¢6 phan anh, td céo
khong ding su that.

4. Xay dung moi truong lam viéc ciia co quan nang dong, chuyén nghiép; gi
gin su doan két, dao dirc va van hoa cong vu trong to chirc ctia minh.

Piéu 6. Ung xir clia cdng chirc khong giir chirc vu linh dao, quan ly

1. Chéap hanh quyét dinh ctia nguoi lanh dao, quan 1y; phéi tudn thu thir bac
hanh chinh, phuc tung su chi dao, diéu hanh, phan cong cong viéc cua cép trén; khong
kén chon vi tri cong tac, chon viéc dé, bo viée kho; thuong xuyén chu dong sang tao
va chiu trach nhiém trudc phap luat khi thuc hién nhiém vu dugc giao.

2. Khong dugc loi dung viée phat biéu y kién, viéc gop y, phé binh lam tén
hai dén uy tin ciia can bo lanh dao, quan 1y va dong nghiép; khong ninh bo cap trén
liy 1ong vi dong co khong trong sang.

3. P6i véi dong nghiép:

a) Phai c6 tinh than hop tac, tuong trg trong thuc hi¢n nhi€ém vy, cong vu.

b) Khong bé phai, gy mat doan két ndi bo ctia co quan, to chirc; khong to
tiéng thiéu lanh manh, cdi nhau, danh 16n noi co quan, cong sd. Ung xir ¢6 van
hoa, ton trong, bao v¢ danh du, uy tin cua déng nghiép; c6 thai do trung thuc, than
thién, hop téc, ton trong gitip d& nhau hoan thanh tt nhiém vy duoc giao.

Piéu 7. Ung xir clia can bd, cong chirc noi cong cong

1. Chap hanh nghiém tac cac quy dinh cta phap luat va quy dinh sinh hoat
noi cong cong.

2. Thé hién van minh, lich sy trong giao tiép, ing xtr dé nguoi dan tin yéu.

3. Kip thoi thong bao ngay cho co quan, to chic, don vi ¢6 tham quyén biét
cac thong tin vé hanh vi vi pham phép luat.

4. Khong duoc vi pham cac chuan myc vé thuan phong my tuc tai noi cong
cong dé bao dam su van minh, tién bod ctia xa hoi.

5. Khong duoc loi dung chitc vy, quyén han khi tham gia cac hoat dong xa
hoi dé tiép tay hodc bao che cho cac hanh vi vi pham phap luat duéi bat ky hinh
thirc nao.

Piéu 8. Ung xir cita can bd, cdng chire véi Nhan dan noi cu tri

1. Tich cuc tham gia tuyén truyén, pho bién, gido duc phép luat.

2. Thuc hi¢n quy ché dan chu co so, tham gia sinh hoat noi cu tra, chiu sy
giam sat clia to chirc dang, chinh quyén, doan thé va Nhan dan noi cu tril.

3. Khong can thiép trai phap luat vao hoat dong cua cac co quan, td chre,
ca nhan noi cu tra; khong tham gia xui giuc, kich dong, bao che cac hanh vi trai
phap luat.
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4. Khong dugc vi pham cac quy dinh vé dao duc cong dan di dugc phap
luat quy dinh hodc da dugc cong déng dan cu théng nhét thuc hién.

Piéu 9. Ung xir clia can b, cong chirc trong gia dinh

1. Tich cuc tuyén truyén, gidao duc, van dong nguoi than trong gia dinh
guong miu chdp hanh nghiém chinh chu trwong, dudng 16i ciia Pang, chinh sach
phap luat cia Nha nudec.

2. Khong dé bd, me, vo hoic chéng, con, anh, chi em rudt lgi dung danh
nghia cua ban than dé vu loi cho gia dinh va ban than.

3. Guong mau, tranh pho truong, lang phi khi to chtc cudi hoi, ma chay,
mung tho, sinh nhét, tdn gia va cac vi¢c khac nham muc dich truc loi.

4. Phai tuan thii chuan muc dao dirc gia dinh va xa hoi, thuan phong my
tuc, truyén théng van hoa tdt dep cua dan toc; khong mé tin di doan va c6 nhiing
hanh vi phan cam khi tham gia 1& hoi.

Piéu 10. Ngon ngir, thai do giao tiép, irng xir va sir dung dién thoai

1. Ngbn ngit giao tiép phai chuan muc, rd rang, mach lac. Thai do, tac
phong phai van minh, lich su.

2. Khi giao tiép qua dién thoai can bg, cong churc, vién churc phai xung tén,
chtrc vy, co quan, don vi noi cong tac; trao doi ngén gon, tap trung vao ndi dung
cong viéc; diéu chinh 4m luong, giong ndi ciia minh vira di nghe, tranh anh hudng
dén cong viéc clia nguoi xung quanh.

3. Tat chudng dién thoai di dong trong cac cudc hop, hoi nghi. Trudng hop
can thiét, viéc sir dung dién thoai di dong phai bao ddm khong anh hudéng dén cudc
hop, hoi nghi.

Chwong II1
TO CHUC THUC HIEN

Pi¢u 11. Trach nhiém ciia to chirc, c4 nhéin

1. Thu trudng co quan to chic quan triét, thyc hién nghiém Quy tic nay;
kiém tra, t6 chirc danh gia va kiém diém viéc thyuc hién, dua viéc thuc hién Quy tac
vao tiéu chi danh gid, xép loai hang nam d6i v4i can bg, cong chirc, vién chic.

2. Van phong UBND tham muu dua ndi dung thyc hién Quy tic nay vao
ké hoach kiém tra, danh gia cong tac cai cach hanh chinh hang nam.

3. BO phan Vin hoa - Thong tin t6 chirc tuyén truyén, phd bién siu rong
ndi dung Quy tic nay dén can bo, cong chuc biét va thuc hién.

Piéu 12. Khen thwéng, ky luit

1. Can bo, cong chic thuc hién tot Quy tic ndy s& dugc xem xét biéu
duong, khen thuong theo quy dinh.
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2. Can b9, cong chirc vi pham céc quy dinh tai Quy tic nay, tuy muc do, s€ bi
nhic nhé, phé binh cong khai tai to chitc minh cong tac. Truong hop vi pham nghiém
trong s€ bi xem xé&t, xr Iy theo quy dinh cia phap luat.

Diéu 13. Di¢u khoan thi hanh

Trong qua trinh thyc hién, néu c6 vudng mic dé nghi phan anh vé bd phan
Vin phong UBND dé tong hop, nghién ctru tham muu trinh Uy ban nhan dan thi
xem x¢ét stra doi, bd sung cho phu hop./.
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