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S6: 143/QD-UBND An Hoa, ngay 02 thang 4 nam 2024
QUYET PINH

Ban hanh quy tic #ng xir ciia can bg, cong chire, ngudi hoat ddng khéng chuyén
trach, nguwoi lao dgng lam viéc thugc Uy ban nhan dan xa An Hoa

UY BAN NHAN DAN XA AN HOA

Can cir Lugt Té chire chinh quyén dia phicong ngay 19 thang 6 niam 2015 va Ludt
sita déi, bo sung mét s¢ diéu cua Ludt Té chic Chinh phi va Ludt Té chitc chinh
quyén dia phwong ngdy 22 thang 11 nam 2019;

Can cir Ludt Can bg, cong chitzc ngay 13 thang 11 nam 2008 va Ludt sica déi, bo
sung mét so diéu cua Ludt Can bg, Cong chic va Ludt Vién chic ngay 25 thang 11
nam 2019;

Can cir Ngh dinh Sd 59/2019/ND-CP ngay 01 thang 7 nam 2019 cua Chinh phu
quy dinh chi tiét mgt s¢ diéu va bién phap thi hanh Lugdt Phong, chong tham nhiing va
Ngh; dinh So 134/2021/ND-CP ngay 30 thang 12 nam 2021 cua Chinh phu sia doi, bo
sung mét sé diéu cua nghi dinh Sp 59/2019/ND-CP ngay 01 thang 7 nam 2019 cua
Chinh phu guy dinh chi tiéet mét so dieu va bién phap thi hanh lugt phong, chong tham
nhiing;

Can cir Quyer dinh so 129/2007/0D-TTg ngay 02 thang 8 nam 2007 cua Thii
tong Chinh phuz ban hanh Quy ché van héa cong so tai cic co quan hanh chinh nha
nuoc;

Can cit Quyér dinh so 03/2007/QD-BNV ngdy 26 thang 02 nam 2007 cua Bg Noi
vu Ve vi¢e ban hanh Quy tac 4ng xu cua can bg, cong chizc, vién chizc lam vige trong
bo may chinh quyen dia phuong;

Can cir Quyét dinh s6 1847/QD-TTg ngay 27 thang 12 nam 2018 cua Thi awéng
Chinh phu phé duyét Dé an Van hoa cong vu,

Can cir Quyét dinh s6 3625/0P-UBND ngay 11/10/2022 ciia UBND huyén vé
ban hanh Quy cheé van héa cong vu tai cac co quan nha nudc trén dia ban huyén An
Lao.

Xét dé nghi ciia Van Phong — Théong ké xa An Hoa,

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh 12 Quy tic tmg xu cia can bg, cong
chuc, nguoi hoat dong khong chuyén trach, nguoi lao dong thuéc Uy ban nhan déan xa
An Hoa.



Piéu 2. Giao Cong chirc Véan phong Théng ké theo ddi, don déc va béo céo két
qua thyc hién vé Uy ban nhan dan x& theo quy dinh.

Piéu 3. Can bo, cong chirc, nguoi hoat dong kh@r]g chuyén tréECh X4 Va cac to
chuc, ca nhan c6 lién quan chiu trach nhi€ém thi hanh Quyét dinh nay ké tir ngay ky./.

Noi nhin:

- Nhu diéu 3;

- UBND huyén;

- Phong VH-TT huyén;

- TT. bang uy, HDND;

- Cén bo, cong chuc; KCT xa;
- Trang thong tin DT x3;

- Céc thon;

- Luu: VT.

S,

uyén Van Tuan
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QUY TAC UNG XU
cua can bg, cong chire, ngwoi hoat dgng khong chuyén trach, ngwoi lao dong lam
viéc thugc Uy ban nhan dan xa An Hoa
(Ban hanh kém Quyét dinh sé /OD-UBND ngay / /2024 cua Uy ban nhan dan xa)

Chuong I
MUC PiCH, POI TUQNG, PHAM VI
Pieu 1. Muc dich

1. Nang cao vin héa cong vu, gop phan hinh thanh phong cach tng x, 18 16i
lam viéc chuan muyc cia doi ngil can bo, cong chirc, nguoi hoat dong khong chuyén
trach, nguoi lao dong thuoc Uy ban nhan dan xd An Hoa (sau ddy goi chung la can
bo); dam bao tinh chuyén nghiép, liém chinh, trach nhiém, nang dong, minh bach, hi¢u
qua trong hoat dong thuc thi nhiém vu.

2. Xay dung nén hanh chinh chuyén nghiép; xay dyng doi ngii can bo xa An
Hoa “KY CUONG - TRACH NHEM - TAN TINH - THAN THIEN”’.

3. La co s& d& mdi ca nhan can bo tu diéu chinh hanh vi cia minh nhim dat t6i
cac gia tri van hoa.

4. Thuc hién cdng khai cac nhiém vu, céng vu va mot sé quan hé x& hoi lién
quan den viéc thuc thi cbng vu caa can bg; nang cao y thuc, trach nhiém caa can bo
trong cong tac phong, chong tham nhiing.

5. Pé cao trach nhiém cia nguoi ding dau co quan, don vi trong thuc hién van
hoa cong vu; 1am can ctr d¢ cac co quan, don vi cO tham quyén xem xet trach nhiém
khi can b vi pham cac chuan muc xu sy trong thi hanh nhiém vy, cong vu va trong
quan hé x& hoi, dong thoi 1a can cir d¢ nhan dan giam sat viéc chap hanh cac quy dinh
phap luat cua can bo.

Piéu 2. Pham vi va ddi tuong diéu chinh Quy tic nay quy dinh cac chuan muc
ung Xu cua can bo, cdng chire va ngudoi hoat dong khong chuyén trach, nguoi lao dong
thuoc Uy ban nhan dan xa An Hoa

Chuong I1
QUY TAC UNG XU CHUNG

piéu 3. Thei gian lam viéc.

Chép hanh nghiém quy dinh vé thoi gian 1am viéc cua Nha nudc, cua co quan;
sap xep, st dung thoi gian lam viéc khoa hoc va hiéu qua.



Piéu 4. Trang phuc, tac phong.
1. Trang phuc c6ng so lich su, dau tdc gon gang.

2. Tu thé, ctr chi nghiém tac; thai d6 niém no, “khiém ton, I& phép, tén trong
ngudi giao tiep”; st dung ngdn ngir chuan muc, rd rang, mach lac, khong ndi tuc.

3. DPeo, cai thé tén, thé chic danh, chic vy dang quy dinh.
4. Khdng lam viéc riéng, gay mat trat tu trong gid 1am viéc.

5. Khéng hit thudc 14 tai co quan, phong lam viéc; khong sir dung d6 udng co6 con
trrdc va trong gio lam viéc, gio nghi trra cac ngay lam viéc.

6. Khong deo tai nghe, bat nhac, nghe nhac, choi dién tir va céc thiét bi giai tri ca
nhan trong gio lam viéc.
7. Gitr gin v¢ sinh noi cong sé va noi lam viéc viéc ngan nap gon gang; khong

trung bay, luu giit, phat tan hinh anh, noi dung van héa pham d6i truy, tai liéu chéng
lai Bang, Nha nudc.

piéu 5. Ung xir ciia can bd, cong chire, ngudi hoat dong khong chuyén trach
xa trong thuc thi cong vu.

1. Nhing viéc can bg, cong chirc, nguoi hoat dong khong chuyén trach, nguoi lao
dong phai lam:

a) Trung thanh véi Nha nudc Cong hoa xa hoi chu nghia Viét Nam; bao vé danh
du T6 qudc va loi ich quéc gia; ton trong va tan tuy phuc vu nhan dan. Khi thuc hién
nhiém vu, cong vu, can bo phai y thic ré vé chic trach, bon phan cua ban than, san
sang nhan va nd luc hoan thanh tét moi nhiém vu dugc giao.

b) Thuc hién dung va day du cac quy dinh vé nghia vu caa can bo theo quy dinh
cua phap luat vé can bg, cong chire, nguoi hoat dong khong chuyén trach, nguoi lao
dong va phap luat lao dong.

¢) Trong qua trinh thyc thi cdng vu ma tiép xuc truc tiép, hoic bang van ban hanh
chinh hoac qua cac phuong tién thong tin (dién thoai, thu tin, qua mang internet...) vai
té chirc va cong dan thi phai bao dam thong tin trao doi ding ndi dung cong viéc ma to
chuc va cong dan can huéng dan, tra loi; phai tén trong, Iang nghe, tan tinh huéng dan
vé quy trinh xt ly cdng viéc va giai thich can k& nhiing thac mac cua té chic va cong
dan. Thuc hién “4 xin, 4 luén, 5 khong” (4 xin - Xin chao, Xin 161, Xin cdm on, Xin
phép; 4 ludn - Ludn mim cwoi, Ludn nhe nhang, Ludn ldng nghe, Ludn givip ds; 5
khong - Khdng ciza quyén hach dich, gdy khé khan phién ha, Khéng quan liéu, vo
cam, vo trach nhiém, Khong tham nhiing, lang phi, loi ich nhom, Khdng xu ninh, chay
chot, gian déi, Khong loi dung chitc v, quyén han trong thyec thi cong va ™.

d) Ca trach nhiém huéng dan cdng khai cho to chic, cong dan quy trinh thuc hi¢n
da duoc cap co tham quyén phé duyét bao dam céc yéu cau cua to chic va cong dan
duoc giai quyét ding quy dinh caa phéap luat, dang thoi gian quy dinh. Truong hop
cong viéc bi kéo dai qua thoi gian quy dinh, can bd thuc hién niém vu c6 trach nhiém



bdo cdo nguoi dung dau co quan, don vi, to chuc bang vin ban néu rd ly do qué han,
thoi gian d€ nghi gia han thuc hién nhiém vu, déng thoi théng bao cong khai cho to
churc va cong dan co6 yéu cau biét rd ly do.

@) Phai chiju trach nhiém trudc phép luat vé hanh vi caa minh.

2. Nhirng viéc can b, cbng chire, nguoi hoat dong khong chuyén trach, nguoi lao
dong khong dugc lam:

a) Sa vao cac té nan xa hoi dudi moi hinh thic; loi dung chirc vy, quyén han cua
c4 nhan, danh nghia cta co quan, to chic dé giai quyét cong viéc nham truc loi ca
nhan, gia dinh hodc nguoi than (nhu vay, mugn, hia hen,...) dé Chlem dung tién hoic
tai san cia nguoi khac 1am anh huéng dén uy tin cia co quan, té chic, don vi va cé&
nhan.

b) C6 thai do hoic hanh vi quan liéu, ctra quyén, hach dich, nhiing nhidu, hach
sach nguoi dan, gy cing thang, buc xuc, doa nat ngudi dan; goi ¥ dua tién, nhan tién,
qua biéu hodc nhan giai quyét cong viéc bén ngoai co quan, ngoai gio 1am viée dé truc
loi c& nhan; thd o, v cam, thiéu trach nhiém truéc nhitg kho khin, vuéng méic cua to
chuc va coéng dan.

c) Tir chdi c4c yéu cau dung phép ludt caa nguoi can duoc giai quyét phi hop Voi
chuee trach, nhiém vu duoc giao.

d) Lam mat, hu hong hozc 1am sai léch ho so, tai liéu lién quan dén yéu cau cua
t6 chirc va cong dan khi dugc giao nhiém vy giai quyét; phai tuan thu ky luat phat
ngdn, khong sir dung mang xa hoi dé khai théc, tuyén truyén cac thong tin chua duoc
kiém chting, phién dién, mot chiéu anh hudng dén hoat dong cong vu.

~ d)Lam 19 bj méat Nha nudc, bi mat cong tac va bi mat ndi dung cung ho tén nguoi
vict don thu khiéu nai, to cao theo quy dinh caa phap luat.

e) Cac viéc khac theo quy dinh cua phap luat vé can bg, cong chuc, phap luat vé
phong, chong tham nhiing; thuc hanh tiét kiém, chong lang phi va cac quy dinh khac
cua phéap luat cé lién quan.

Piéu 6. Y thirc to chirc ky luat.

1. Ty giac chap hanh Hlen phap, phap luat, noi quy, quy ché caa co quan trong
thuc thi cong vu; guong mau vé dao dac va 16i séng.

2. Chap hanh nghiém su phan céng cua té chic, nhiém vu lanh dao giao.

3. Khong bé phai, gdy mat doan két noi bd cia co quan, té chtc; khong to tiéng
thiéu lanh manh, cai nhau, danh 16n noi co quan, cong so. Ung Xt ¢6 van hoa, ton
trong, bao vé danh du, uy tin cia dong nghiép; co thai do trung thuc, than thién, hop
tac, tén trong giup d& nhau hoan thanh tét nhiém vu dugc giao.

4. Trung thuc, thang than, khach quan trong bao cdo, dé xuat, tham gia dong gop
y kién vai cap trén.



5. Khong phat tan, tung tin, bia dat, xtic pham danh dy, nhan pham ngudi khac.
6. Khong tu ¥ phéat ngén, cung cap thong tin, tai liéu khong ding tham quyeén.

7. Khong lam dung, khdng ¢é hanh vi quy roi nguoi khac dusi moi hinh thuc
(161 noi, hanh @ong, ¢ chi, tin nhan...)

8. Khong tham gia, t6 chtc, 161 kéo ngudi khac danh bac, choi 16, dé va cac té nan
xa hoéi khac dudi moi hinh thuc.

Piéu 6. Sir dung phwong tién, tai san.

1. Khéng sir dung tai san, thiét bi cua co quan dé phuc vu muc dich c4 nhan.

2. St dung tiét kiém dién, nudc va cac vat tu van phong; quan 1y chi tiéu ding
viéc, dang quy dinh.

3. Tich cuc tham gia xay dung, gitt gin khéng gian xanh, sach, dep; moi truong
van hoa than thién, vdn minh noi cong so.

4. Khdng tang trix, st dung vat lidu gay nguy hai, chay né, vii khi trai quy dinh tai
CO quan.

Chuong 11
UNG XU VOI NGUOI DAN

Piéu 7. Tai co quan lam viéc.

1. Giai quyét yéu cau, cong viéc caa nguoi dan ding quy dinh, quy trinh.

2. Giao tiép, lam viéc voi nguoi dan bang thai do niem na, tan tinh, trach nhigm;
uu tién ho tro giai quyet cdng Vviéc véi nguoi gia, yeu, ngudi khuyet tat, phu nir mang
thai, nguo1 dau om.

‘3. Khong sach nhiéu; goi y dua tién, nhan tien, qua biéu; khong hen gap giai
quyet cong viéc bén ngoai co quan va ngoai gio lam viéc.

4. Khong gy cang thang, buc xuc, doa nat ngudi dan.

5. Nghiém tdc nhan 13i, nhan khuyét diém, thanh khan ty phé binh, rut kinh
nghiém khi dé xay ra sai sot.

Piéu 8. Tai gia dinh va nei cdng cong.

1. Tai gia dinh:

. Tich cuc tuyén truyén, gido duc, van dong nguoi than trong gia dinh guong
mau chap hanh nghiém chinh chu truong, duong 16i cia Bang, chinh sach phap luat
cua Nha nudc.

b. Khong dé bo, me, vo hoic chong, con, anh, chi em ruét loi dung danh nghia
cua ban than dé vu loi cho gia dinh va ban than.

c. Guong mau, tranh pho truong, lang phi khi té chic cudi hoi, ma chay, ming
tho, sinh nhat, tan gia va cac viéc khac nham muc dich truc loi.



d. Phai tuan thi chuan myc dao dirc gia dinh va xa hoi, thuan phong my tuc,
truyen thong vén hoa tot dep cua dan toc; khong mé tin di doan va c6 nhiing hanh vi
phan cam khi tham gia I¢ hoi.

2. Tai noi cong cong:

a) Guong mau chap hanh va van dong ngudi dan thuc hién cac noi quy, quy tac
noi cong cong; khéng vi pham cac chuan muc vé thuan phong my tuc, ban sac van hoa
dan toc.

b) Khéng tham gia, xUi giuc; kich dong hoac bao che c&c hanh vi vi pham phép
luat cua nguoi khac.

Chuong IV
TO CHUC THUC HIEN
Piéu 9. Trach nhiém cia to chirc, ca nhan.

1. T4t ca can bo thuoc Uy ban nhan dan x& An Hoa thuc hién nghiém Quy tic @ng
XU nay.

2. Nguoi dimg dau cac don vi, t6 chic va ca nhan lién quan co trach nhiém t6
chuc trién khai va quan triét Quy tac (g xu nay dén ting can bo; klem tra, giam sat,

t6 chirc danh gia va kiém diém viéc thuc hién; dua vao tiéu chi dé xép loai thi dua
hang nam.

3. Cong chirc Vian hoa - x& hoi, can bo phy trach Pai Truyén thanh va Ban bién
tap trang thong tin dién tir x4 An Hoa dang tin, tuyén truyén, pho bién sau rong Quy
tac ng Xt Nay tGi can bo, nhan dan trong toan xa dé biét va cung giam sat viéc thuc
hién; phat hién, c6 vii, dong vién nhiing tap thé va ca nhan thuc hién tét; phé phan cac
tap thé, ca nhan vi pham.

4. Can bo thuoc xa An Hoa, ngoai viéc thyc hién nghi€ém quy dinh phap luat, quy

ché, noi quy Cua cac co quan; can nam viing, thuc hién dung, day du va van dong,
giam séat, nhac nhg dong nghiép ciing thuc hién cac quy dinh cua Quy tic ¢ng Xir nay.

Piéu 10. Khen thwéng, ky luat.
1. Can bo thuc hién tot Quy tic (ng Xt ndy s& duoc xem Xét biéu duong, khen
thudng theo quy dinh.

2. Can bo vi pham cac quy dinh tai Quy tic ung xir ndy, tly mic do, sé bi nhic
nha, phé binh cong khai trong cac co quan, don vi. Truong hop vi pham nghiém trong
sé bi xem xét, xtr 1y theo quy dinh cta phap luat.

Piéu 11. Piéu khoan thi hanh.

Quy tac img xtr nay dugc pho bién dén cac don vi thugc Uy ban nhan dan xa An
Hoa. Trong qua trinh to chuc thuc hién, neu ¢ van dé€ phat sinh, Uy ban nhan dan xa
xem x¢ét diéu chinh cho phu hop./.
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