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

XA CHU SE Doc 1ap - Tw do - Hanh phic
S6: 1244QD-UBND Chir Sé, ngay03 thang 11 nam 2025
QUYET PINH

Ban hanh Quy ché viin héa cong sé tai cic co' quan hanh chinh va
cac don vi sw nghiép cong lap thuoc UBND x& Chw Sé

UY BAN NHAN DAN XA

Can cir Ludt Té chire chinh quyén dia phirong ngay 16 ngay 6 thang 2025;
Can cu Ludt Can bo, cong churc ngay 24 thang 6 nam 2025,
~_Can ci Lugt Vién chizc ngay 15 thang 11 nam 2010; Lugt sia doi, bé sung mgt
so diéu cua Ludt Can bg, cc“)ng chuze va Ludt Vién chuc ngay 25 thang 11 nam 2019;
Can cur Nghi quyet s0 1664/NQ-UBTVQH15 ngay 16 thang 6 nam 2025 cua

Uy ban Thuong vu Quoc hi vé viéc sdp xép cac don vi hanh chinh cdp xd ciia
tinh Gia Lai nam 2025,

Can ci Quyét dinh s6 129/2007/QP-TTg ngay 02 thang 8 nam 2007 ciia Thii tudng
Chinh phu ban hanh Quy ché van hoa cong so tgi cac co quan hanh chinh nha nuoc,

Can cir Quyet dinh 56 03/2007/0D-BNV ngdy 26 thang 02 nam 2007 cuia
Bo truong Bo Noi vu vé viéc ban hanh Quy tac wng xw cua cdan bo, cong chirc,
Vién chirc lam viéc trong bo may chinh quyén dia phuwong,

Can cir Quyét dinh s6 1847/0P-TTg ngay 27 thang 12 nam 2018 ciia Thii
twong Chinh phu vé viéc phé duyét Dé an van hoa cong so;

Theo dé nghi ciia phong Vin héa - Xa héi tai Van ban s6 880/VHXH-CCHC
ngay 30 thang 10 nam 2025.

QUYET PINH:

Pi¢u 1. Ban hanh kém theo Quyét dinh nay Quy ché van héa cong so tai
cac co quan hanh chinh, don vi su nghiép cong lap xa Chu S€.

Picu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Van phong HDND va UBND x&; Truéong Phong Vin hoa -
Xa hoi xa; Thu trudng cac co quan, don vi ¢é lién quan chiu trach nhiém thi hanh
Quy¢t dinh nay./.

Noi nhdn: TM, UY BAN NHAN DAN
- Nhu DPiéu 3; y Q,/Vi_L_I___\:g-k U TICH
- S& Noi vy, frey ,-’wff_.ﬁ'.‘r \ ‘
- Thudng truc Bang uy; [

- CT, cac PCT UBND xa;

- Lanh dao VP HDND&UBND x3;

- C4c co quan, don vi thuéc UBND x4;
- Trang Thong tin dién tr x3;

- Luu: VT, VHXH.
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AN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
[@:1 Doc lap - Tu do - Hanh phic

QUY CHE
tai cac co quan hanh chinh, don vi sy nghiép cong lap
& , thugc UBND xa Chu S&
(Barharih kefil theo Quyet dinh so12440D-UBND ngay 03/11/2025 ciia UBND x&)

Chwong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh va déi twong ap dung

Quy ché nay quy dinh vé trang phuc, giao tiép, ung xir cua can bo, cong
chtec, vién chie, ngudi lao dong 1am viéc theo ché do hop dong trong co quan
hanh chinh nha nudc, don vi su nghiép cong lap va ngudoi hoat dong khong chuyén
trach (sau day goi la can bo, cong chuc, vién chire, nguoi lao dong) khi thi hanh
nhiém vu, cdng vu; cach bai tri cong s tai cac co quan hanh chinh, don vi su
nghiép cong lap cuaa xa.

Piéu 2. Nguyén tic thuc hién viin hoa cong sé

Viéc thyc hién van hoa cong so tuan thii cac nguyeén tac sau day: Phi hop véi
truyen thong, ban sac van hoa dan toc va diéu kién kinh té - xa hoi;

Phu hop véi dinh huong xay dung doi ngli can b, cong chic, vién chuc
chuyén nghiép, hién dai;

Phi hop Vi cac quy dinh ctia phap luat va muc dich, yéu cau cai cach hanh
chinh, chu trurong hién dai hod nén hanh chinh nha nudc.

biéu 3. Muc dich

Bao dam tinh trang nghiém va hiéu qua hoat dong cua cac co quan hanh chinh
nha nudc;

Xay dung phong cach ung xir chuan muc cua can bo, cong chic, vién chac
trong hoat dong cong vu, hudng téi muc tiéu xay dung doi ngli can bg, cong chrc,
vién chuc c6 pham chat dao duc tot, hoan thanh xuat sac nhiém vu duoc giao.

Piéu 4. Cac hanh vi bi cam

1. Sir dung chét kich thich, udng ruou, bia hogc céc loai nudc ¢ con trong gic
hanh chinh, vao thoi gian nghi trua cua cac ngay lam viéc trong tuan va khi
diéu khién phuong tién tham gia giao thong.

2. Quang c4o thuong mai, tiép thi ban hang tai cong so.

3. Lam viéc riéng, gay mat trat tu trong gio 1am viéc.

4. Hat thude 14 tai co quan, phong 1am viéc; tu tap an, udng trong gio 1am viéc.
5. Choi dién tir va cac thiét bi giai tri c& nhan trong gio 1am viéc.
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6. Trung bay, luu gitt, phat tan hinh anh, ndi dung van hoa pham doi truy,
tai liéu phan dong chong Bang, Nha nudc.

7. Phét tan, tung tin bja dat, x(c pham danh du, nhan pham ngudi khac.
8. Tu y phat ngdn, cung cap thdng tin, tai liéu khong dtng tham quyén.

9. Lam dung, c6 hanh vi quay rdi ngudi khac dudi moi hinh thuc (1oi néi, hanh
dong, ct chi, tin nhan...)

10. Tham gia, t6 chirc, 161 kéo ngudi khac danh bac va cac té nan xa hoi
khac dudi moi hinh thic.

11. Céc hanh vi bi cAm khac theo quy dinh ctiia phap luat.
Piéu 5. Thai gian 1am viéc
~ Chap hanh nghiém quy dinh vé thoi gian Iam viéc ctia Nha nudc, ciia co quan;
bo tri, sap xép, st dung thoi gian lam viéc khoa hoc va hiéu qua, cu thé:

1. Buoi sang: Tir 07 gio dén 11 gio 30 phuit.

2. Buoi chiéu: Tir 13 gio 30 phut dén 17 gio.
Chuwong 11

TRANG PHUC, GIAO TIEP VA UNG XU
Muc 1. TRANG PHUC
Piéu 6. Trang phuc

1. Céan bd, cdng chic, vién chic, nguoi lao dong phai an mic lich sy, dau
toc gon gang khi thi hanh cong vu, nhiém vu.

a) Poi véi nam: Ao so mi, quan tay hoic bo comple, di gidy da hoic dép
c6 quai hau.

b) DAi v6i nir: Ao so mi, quan tay, vay cdng so (chiéu dai vay toi thicu
phai ngang dau goi), o dai truyen thong, di giay hoac dép co quai hau.

2. Béi voi nhitng nganh ¢ quy dinh riéng vé dong phuc thi thuc hién theo quy
dinh cua nganh.

piéu 7. L& phuc

L& phuc caa can bo, cong chuc, vién chirc, ngudi lao dong la trang phuc
chinh thirc dugce st dung trong nhitng budi I&, cudc hop trong thé hoic cac cudc tiép
khach nudc ngoai.

1. B4i voi nam: Bo comple, 40 so mi, cravat, di gidy da hozc dép c6 quai hau.

2. B6i voi nir: Ao dai truyén thong, bo comple ni, di giay hoidc dép co
quai hau.

3. Bdi véi can b, cong chic, vién chirc, nguoi lao dong 13 nguoi dan toc thiéu
s0, trang phuc ngay hoi dan toc dugc coi la Ie phuc.

Piéu 8. Tac phong
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Tu thé, ¢t chi nghiém tuc; thai do niém né, khiém tén, I3 phép, ton trong nguoi
giao tiep; str dung ngdn ngi hoa nha, khéng noi tuc, chi the.

Piéu 9. Thé can bg, cong chiic, vién chiic

1. Cén bo, cbng chtrc, vién chic, nguoi lao dong phai deo thé khi thuc
hién nhiém vu cong vu.

2. Thé can bo, cbng chuc, vién chire, ngudi lao dong phai ¢6 tén co quan,
anh, ho va tén, chirc danh, s6 hiéu caa can b, cdng chuec, vién chire, nguoi lao dong
theo quy dinh.

3. Mau thé va cach deo thé dbi vai can b, cong chic, vién chiic, nguoi lao
dong thuc hién theo hudng dan caa Bo Noi vu.

Muc 2. GIAO TIEP VA UNG XU
Piéu 10. Giao tiép va &ng xir khi thi hanh cong va, nhiém vu

1. Can b, cdng chuc, vién chirc, nguoi lao dong khi thi hanh cdng vy, nhiém
vu phai thuc hién dung, day du nghia vu va nhitng viéc khong dugc lam, theo quy
dinh cua phap luat.

~ 2.Trong giao tiép va tng xir phai c6 thai d¢ lich sy, ton trong. Ngon ngir giao
tiép phai ro rang, mach lac; khong chui the, ndi tieng long, quat nat; gitr gin uy tin,
danh du cho co quan, to chirc, don vi va dong nghiép.
Piéu 11. Giao tiép va ng xir véi Nhan dan
1. Trong giao tiép va tng xir voi Nhan dan, can bo, cong chic, vién chic,
nguoi lao dong phai ton trong, lang nghe, tan tinh hudng dan quy trinh xir ly cong
viéc va giai thich can ké nhirng thac mac cua nguoi dan; nha nhan, van minh, lich
su, nghiém tlic. Lang nghe Nhan dan trinh bay y kién, nguyén vong. Khong gay cang

thang, bt xdc, doa nat nguoi dan. Thuc hién 4 xin, 4 ludn”’: xin chao, xin 161, Xin
cam on, xin phép; luén mim cuoi, ludn nhe nhang, ludn ling nghe, ludn gitp d3.

2. Can bg, cong chuc, vién chirc, ngudi lao dong khong dugce co thai do
hach dich, ctra quyén, nhiing nhic¢u, gay kho khan, phién ha, vo trach nhiém vai Nhan
dan khi thi hanh céng vy, nhiém vu.

a) Giai quyét yéu cau, cong viéc cua nguoi dan ding quy dinh, quy trinh.

~ b) Khong sach nhiéu; goi y dua tién, nhan tién, qua bicu; khong hen gap giai
quyét cong viéc bén ngoai co quan va ngoai gio lam viéc.

¢) Tra loi, giai thich, huong dan r6 rang, cu thé vé cac quy dinh lién quan dén
giai quyet cong viéc.

d) Uu tién hd tro giai quyet cdng viec voi ngudi gia, yéu, nguoi khuyét tat, phu
Nt mang thai, nguot dau om.

e) Truong hop nhiing yéu cau cia ngudi dan khong thudc tham quyén

giai quyét cta co quan thi can b9, cong chuc, vién chuc phai hudng dan nguoi dan
dén ding co quan c6 tham quyén giai quyét.
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g) Nghiém tdc nhan 15i, nhan khuyet diém, thanh khan tw phé binh, rit
kinh nghiém khi dé xay ra sai sot.

Piéu 12. Giao tiép va &ng xir véi ddng nghiép

Trong giao tiép va tng xir véi dong nghiép, can bd, cdng chic, vién chuc,
ngudi lao dong phai c6 tinh than hop tac, twong trg trong thuc hién nhiém vu cong
vu, thai d6 trung thuc, than thién. Luén ton trong, bao vé danh du, uy tin caa ddng
nghiép va gitip d& nhau hoan thanh nhiém vu, khéng bé phai gdy mat doan két noi
bo ctia co quan, t6 chic.

Can bo, cong chuc, vién chuc gilt chic vy lanh dao, quan ly khong duoc duy
y chi, ap dat, bao thu; phai ton trong, lang nghe y kien cua cap dudi; guong mau
trong giao tiep, g Xu.

Piéu 13. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can b, cong chuc, vién chic, nguoi lao dong
phai xung tén, co quan, don vi noi cong tac; trao doi ngan gon, tap trung vao noi
dung cong viéc; khdng ngat dién thoai dot ngot trong khi dam thoai.

Piéu 14. Tham dw cac cudc hop, hdi nghi

1. Can bg, cong chuc, vién chie, nguoi lao dong tham du cac cudc hop,
hoi nghi phai xuyén suét va ding thanh phan nhu gidy moi hoic théng béo cua co
quan chu tri to chac cudc hop, hoi nghi. Truong hop khdng tham du duoc thi phai
truc tiép bao cao vaoi nguoi chi tri cude hop, hoi nghi d6 vé ly do vang mat va ca
nguoi khac du hop thay.

2.Trong cac cudc hop, hoi nghi, can bg, cong chtrc, vién chjrc, nguoi lao dong
han ch¢ stir dung dién thoai di dong va phéi dat dién thoai ¢ ché do rung; ra ngo@i
phong hop nghe dién thoai va trao do6i ngan gon, nho nhe, khéng lam anh hudng dén
cudc hop.

3. Chi sir dung may tinh xach tay, may tinh bang dé tra ctu van ban, ghi
chép ndi dung cudc hop; khong su dung vao cac muc dich khéc cua ca nhan ma
khong lién quan dén ndi dung cudc hop.

_ ChwongIIl
BAI TRI CONG SO
Piéu 15. Treo Quac huy, Quac ky, chan dung Chi tich H6 Chi Minh

1. Qudc ky, Quéc huy, chan dung Chu tich Ho Chi Minh phai dugc treo, dat
trang trong, ding quy dinh theo Huong dan sb 3420/HD-BVHTTDL ngay 02 thang
10 nam 2012 ctia B6 Vin hoa, Thé thao va Du lich vé viéc sir dung Qudc ky, Québc
huy, Quéc ca, chan dung Chu tich H6 Chi Minh.

2. Khong dugc treo Quoc ky da bi bac mau, rach hodc vé; khong treo, dat chan
dung, tuong bén thén ctaa Chu tich Ho Chi Minh va Quoc huy qua cti hoac bi hu hong.

Piéu 16. Bién tén co quan
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1. Co quan, don vi phai c6 bién tén duoc dat tai cong chinh, trén d6 ghi 1o tén
goi day du bang tiéng Viét, dia chi va so dién thoai ctia co quan.

2. Bién tén co quan, don vi phai dam bao theo quy dinh tai Thong tu sd
05/2008/TT-BNV ngay 07 thang 8 nam 2008 cua B6 Noi vu vé hudng dan bién tén
co quan hanh chinh nha nudéc.

3. Pdi véi nhitng nganh c6 quy dinh riéng vé bién tén co quan thi thyc
hién theo quy dinh cia nganh.

biéu 17. Niém yét thong tin co' quan

Céc co quan, don vi phai niém yét cong khai tai tru so va trén Trang Thong
tin dién tir O dién thoai cua lanh dao hoac can bo, qcc“)ng chuac, vién ‘ChI'IC duogc uy
quyeén dé tiep nhan nhirng phan anh, kien nghi caa to6 chirc ca nhan ve cac quy dinh
hanh chinh, nhitrng hanh vi hach dich, ctra quyén, nhiing nhiéu, gay khé khan, phién
ha va nhitng hanh vi vi pham khéc.

biéu 18. Phong lam viéc

q Phong lam viéc cua co quan hanh chinh, don vi su nghiép cua xa phai co
bién tén ghi 16 tén don vi, ho va tén, chirc danh can b, cdng chuc, vién chic.

Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngin nap,
khoa hoc, hop ly.

Khong 1ap ban tho, thap huong, khong dun, nau trong phong 1am viéc.

piéu 19. Khu vure dé phuong tién giao thong

Céc co quan, don vi ¢ trach nhiém b tri khu vuc dé phuong tién giao
thong cia can bg, cong chuc, vién chirc va cua nguoi dén giao dich, lam viéc.

Khéng duoc thu phi gii phwong tién giao théng ciia nguoi dén giao dich, lam viéc.

~ ChuonglV
TO CHUC THUC HIEN

biéu 20. Trach nhiém cia Thi truéng cac co quan, don vi

1. Thu trudng cac co quan, don vi ¢ trach nhiém quén triét, tricn khai thuc hién
nghiém Quy ché nay dén can bg, cbng chuc, vién chire, ngudi lao dong thudc quyen
quan ly.

2. Kiém tra, gidm sét, to chirc danh gid va kiém diém viéc thuc hién; dua
viéc thuc hién Quy ché nay vao ti€u chi dé€ danh gia, phan loai hang nam cua can
bo, cong chuc, vién chirc, nguoi lao dong.

Piéu 21. Trach nhiém ciia Phong Vin héa - X& hdi

1. Chutri, phdi hop véi céc co quan c6 lién quan huéng dan, kiém tra, don dbc
viéc trién khai thuc hién Quy ché nay.

2. Trong qua trinh kiém tra viéc thuc hién néu phat hién céan b, cong
chuc, vién chue, nguoi lao dong vi pham thi ¢6 van ban phé binh, nhac nhd hoac xu



Iy, @& xuat xu 1y ddi véi Thu truong co quan, don vi tiép quan ly can b, cong
chtrc, vién chuec.

Piéu 22. Trach nhiém cia can b, cong chikc, vién chike, ngudi lao dong

Can bo, cong chuc, vién chic, nguoi lao dong ngoai viéc thuc hién
nghiém quy dinh phép luat, quy ché, ndi quy cta cc co quan; can nam viing, thuc
hién ding, day du va van dong, giam sét, nhic nha dong nghiép ciing thuc hién
cac quy dinh caa Quy ché nay.

Piéu 23. Khen thwéng, ky luat

1. Can b9, cdng chirc, vién chue, ngudi lao dong thuc hign t6t Quy ché nay
s& duoc xem Xét biéu duong, gop phan tot trong viéc danh gid, phan loai can bo,
cbng chac, vién chiac cuoi nam.

2. Can bo, cong chuc, vién chire, nguoi lao dong vi pham cac quy dinh tai Quy
ché nay, tuy muace do, sé bi nhac nha, phé binh cong khai trong cac co quan, don Vi.
Truong hop vi pham nghiém trong sé bi xem xét, danh gia, phan loai can b, cong
chic, vién chuc cuoi nam hoac xu ly Ky luat theo quy dinh cua phép luat.

3. Co quan, don vi ndo bi Poan kiém tra cong vu cla xa c6 van ban nhac

nhd, phé binh 03 lan trong mot nam, thi trong nam d6 nguoi dung dau co quan, don
vi s& bi ha mot muc danh gid, xép loai cudi nam.

Diéu 24. Piéu khoan thi hanh

Quy ché nay dugc phd bién dén cic co quan, don vi. Trong qua trinh t6
chure thuc hién, néu cé van de phat sinh, cac co quan, don vi phan anh vé UBND xa
(qua Phong Van héa - Xa hoi) dé xem xét dieu chinh cho phu hop./.
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