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

PHUONG HOA XUAN Doc 1ap - Tw do - Hanh phiic
S6: 241 /Qb-UBND Hoa Xuan, ngdy 08 thang 7 nam 2025
QUYET PINH

Ban hanh Quy ché Vin hoa cong vu ciia can bd, cong chire, vién chirc,
nguwoi lao dong cia UBND phuwong Hoa Xuan

CHU TICH UY BAN NHAN DAN PHUONG HOA XUAN

Can cir Ludt Té chitc chinh quyén dia phirong ngay 16 thang 6 nam 2025;

Can cir Ludt Can bé, cong chire so 80/2025/QH15 ngay 24 thang 6 ndam
2025;

Can cir Quyét dinh so 129/200710D-TTg ngay 02 thang 8 nam 2007 ciia
Thu tuwéng Chinh phit ban hanh Quy ché van hOa cong so tai cac co quan hanh
chinh nha nuoc,

Thyc hién Quyét dinh s6 1847/0D-TTg ngay 27 thang 12 nam 2018 cua
Thu tuong Chinh phu vé viéc phé duyét Dé an van hoa cong vu,

Thyc hién Chi thi s 34{-CT/TU ngay 27 thang 10 nam 2023 cua Ban
Thwong vu Thanh uy tiép tuc ddy manh cai cach hanh chinh, tang cwong ky luat,
ky cuong, khdc phuc tinh trang né tranh, dun day, khong lam dung, day du chirc
trach, nhiém vu, quyén han cua mot bo phdan can b, dang vién, cong chirc, vién
chirc trong tinh hinh hién nay;

Thyc hign Chi thi 6 01/CT-UBND ngay 11 thang 7 nam 2025 cua UBND
thanh pho Da Nang vé viéc chan chinh ky ludt, ky cwong hanh chinh trén dia ban
thanh pho;

Thyc hién Ké hoach s6 543/QD-UBND ngay 17 thang 7 nam 2025 ciia
UBND thanh pho Da Nang vé ban hanh Ké hoach trien khai cong tac Cai cdch
hanh chinh nha nudc 06 thang cuoi nam 2025 cua thanh pho Pa Nang;

Thyc hién Quyét dinh so 01/0P-UBND ngay 01 thang 7 ndm 2025 ciia
UBND phuong Hoa Xudn vé ban hanh Quy ché lam viéc cua UBND phuwong Hoa
Xuan;

Theo dé nghi ciia Phong Vin héa - Xa héi phuong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché vin hoa cong vu cta
can bd, cong chuc, vién chire, nguoi lao dong (CBCCVC - NLD) UBND phuong
Hoa Xuan.

Piéu 2. Quyét dinh co hiéu lyc ké tir ngay Ky.


https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/quyet-dinh-1847-qd-ttg-2018-phe-duyet-de-an-van-hoa-cong-vu-403791.aspx
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Piéu 3. Vin phong HDND va UBND phuong, cac phong chuyén mén cta
phuong, CBCCVC - NLD thuoc UBND phuong Hoa Xuén chiu trach nhiém thi
hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- Thuong truc Pang uy phuong (bao céo);

- CBCCVC - nguoi lao dong phuong (thuc hién);
- Luu: VT, PVHXH.

Pang Quang Vinh



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG HOA XUAN Poc 1ap - Tw do - Hanh phuc

Hoa Xuan, ngay 08 thang 7 nam 2025

QUY CHE
Van hoa cong vu ciia can bg, cong chirc, vién chire, ngudi lao dong
UBND phwong Hoa Xuan
(Ban hanh kém theo Quyét dinh so: 241 /OD-UBND
ngay thang nam 2025 cia UBND phuwong Hoa Xuan)

Chuong I
QUY DINH CHUNG

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

Quy ché nay quy dinh vé tinh than, thai d6 1am viéc; chudn myc vé dao dic,
161 sdng; chuan muc giao tiép tng xtr; trang phuc, 1& phuc cia CBCCVC — NLD khi
thuc hién nhiém vu, cong vu; quy dinh viéc bai tri cong sd, xay dung moi truong
1am viéc van minh tai UBND phudng Hoa Xuan. Ap dung dbi voi can bo, cong chire,
vién chuc, ngudi lao dong phuong.

Diéu 2. Muc dich

1. Bao dam tinh trang nghiém va hiéu qua hoat dong cua co quan; gbp phan
hinh thanh phong cach tng xt, 18 16i 1am viéc chuan muc cua d6i ngii CBCCVC -
NLD; dam bao tinh chuyén nghiép, trach nhiém, nang dong, minh bach, hi¢u qua
trong hoat dong thuc thi nhiém vu, cong vu; dap tng yéu cau phuc vu Nhan dan, xa
hoi.

2. Quy dinh chung vé trang phuc, tinh than, thai do6 lam viéc, chuan muyc trong

giao tiép, Gmg x{r v4i t6 chirc, nguoi dan; chuan myc vé dao duc, 16i séng trong gia
dinh va x3 hoi d6i véi CBCCVC - NLD.

Piéu 3. Nguyén tic

1. Nang cao van hoa cong vu gop phan xdy dung nén hanh chinh chuyén
nghiép, trach nhiém, minh bach, hi€u qua, vi Nhan dan phuc vu.

2. Ké thira, phat huy cac gia tri van hoa t6t dep cua dan toc, ddng thoi dap ing
yéu cau hoi nhap qudc té.

3. Xay dung mdi truong van hoa cong vu van minh, hién dai gén vO1 nang cao
dao duc cong vu cia CBCCVC - NLD; tang cuong ky luat, ky cuong hanh chinh;
phong, chong tham nhiing.

4. Pé cao trach nhiém ctia nguoi ding dau co quan, don vi trong thyc hién
van hoa cong vu.

5. bam bao tuan thu cac quy dinh cua Luat Can bg, cong chirc va cac van ban
quy pham phap luat c6 lién quan.
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~ Chuwong II
g TINH THAN, THAI PQ LAM VIEC;
CHUAN MUC PAO PUC, LOI SONG VA UNG XU CUA CBCC

Piéu 4. Tinh thin, thai d§ 1am viéc cia CBCCVC - NLD

CBCCVC - NLD phai trung thanh voi Nha nudc Cong hoa xa hoi chi nghia
Viét Nam; bao vé danh du T quéc, loi ich quéc gia, dan tdc va uy tin co quan; ton
trong va tan tuy phuc vu Nhan dan. Khi thyc hién nhiém vu, cong vu, CBCCVC -
NLD phai y thire 10 vé chire trach, bon phan cua ban than, bao gém:

1. Phai sin sang nhan va nd luc hoan thanh t5t 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 1am tron chire trach, nhiém vu duoc giao.

2. Phai c6 ¥ thitc to chue ky ludt; str dung ¢ hiéu qua thoi gid 1am viéc, chu
dong phdi hop trong thyc hién nhiém vu, cong vu; nghiém chinh chap hanh noi quy,
quy ché cua dia phuong; chu dong phéi hop trong thuc hién nhiém vu, cong vu;
khong lam viéc riéng trong gid lam vi¢c hanh chinh.

3. Khong duge gy kho khan, phién ha, voi vinh, kéo dai thoi gian xur Iy cong
viéc ctia co quan, to chirc va ngudi dan; khong thd o, vo cam, thiéu trach nhiém
trude nhitng kho khan, buc xtc cua nguoi dan.

4. CBCC la l1anh dao, quan 1y phai cong tam, khach quan trong st dung, danh
gia can bg, cong chirc, vién churc va nguoi lao dong thudc quyén quan 1y.

5. Chap hanh nghiém céac quy dinh vé nhiing viéc CBCCVC - NLD khéng
dugc lam khi thi hanh nhiém vy, cong vu va nhimg viéc khac theo quy dinh cta phap
luat, ctia co quan c6 tham quyén.

Pi¢u 5. Chuan muc dao dirc, 16i song ciia CBCCVC - NLD

1. CBCCVC - NLD phai khong ngung hoc tap nang cao nang lyc chuyén moén,
nghiép vu; tu dudng, rén luyén vé dao duc, 16i song. Thyc hi¢n can, kiém, liém,
chinh, chi cong v6 tu; trung thuc, gian di, thang than, chan thanh; khong co biéu hién
co hoi, song ich ky, ganh ghét, do ky.

2. CBCC‘VC’ - NLb ‘khéng dugc danh bac, sa vao cac t€ nan xa hoi; khong
dugc st dung d6 udng co con trong thoi gian lam viéc va gio nghi trua cac ngay lam
viéc; khong hut thudce 14 tai noi lam viéc theo quy dinh ctia Luat Phong, chong tac
hai cua thuoc la.

3. CBCCVC - NLDP phai chip hanh nghiém cac quy dinh ctia Luat Bao vé bi
mat nha nudc, Luat An ninh mang khi thyc hién nhi€ém vy, cong vu.

4. CBCCVC - NLD phai tuén thu chuan myc dao dirc gia dinh va x4 hoi, thuan
phong my tuc, truyén thong van hoa tot dep cua dan toc; khong mé tin di doan va co
nhiing hanh vi phan cam khi tham gia 1€ hoi.

5. Guong mau trong giao tiép, ing X, chap hanh ky luat, ky cuong hanh chinh
va ndi quy, quy ché ctia co quan; giit gin doan két ndi bo trong don vi.
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6. Tich cyc tham gia bao v¢ moi truong, xay dung khong gian xanh, sach, dep;
moi truong van hda, than thi€n, van minh noi cong sé va noi cu tru.
Piéu 6. Chuan muec giao tiép, ing xir cia CBCCVC - NLP véi nguoi din

1. Trong giao tiép v6i ngudi dan, CBCCVC - NLD phai ton trong, ldng nghe,
tan tinh huéng dan vé quy trinh xtr Iy cong viéc va giai thich can k& nhirng thac mac
cua nguoi dan.

2. Thyc hién “4 xin, 4 luoén”: Xin chao, xin 10i, xin cam on, xin phép; luon
mim cudi, luén nhe nhang, ludn lang nghe, luén gitp do.

3. Giai quyét yéu cau, cong viéc cla nguoi dan dung quy dinh; khong c6 thai
d6 hach dich, nhiing nhiéu, gay khé khan, phién ha khi thye hién nhiém vu. Truong
hop nhiing yéu cau cua nguoi dan khong thudce tham quyén giai quyét clia co quan
thi CBCCVC - NLD hudng din nguoi dan lién hé dén dang co quan c6 tham quyén
gidi quyet.

4. Nghiém tic nhén 101, nhan khuyét diém, thanh khan tw phé binh, rat kinh
nghiém khi dé xay ra sai sot.

5. Tich cuc tuyén truyén, van dong ngudi dan chap hanh chi truong, duong
16i cia Pang, chinh sach, phap luat ctia Nha nudc, tuan tha ndi quy, quy ché & noi
cu tru va noit lam viéc.

Chuwong II1
TRANG PHUC, LE PHUC VA THE CUA CBCC
Piéu 7. Trang phuc

- Khi thuc hién nhiém vu, CBCCVC - NLD phai méac trang phuc gon gang,
lich sy, mang giay hoac dép c6 quai hau.

+ Ddi v6i Nam: Quan au, 40 so mi. Dbi véi Trung tAm cung tng dich vu sy
nghi¢p cong mang trang phuc nganh hoac dong phuc theo quy dinh riéng (néu co);

+ Pbi v6i Nit: Ao so mi, quan au hodc vay, mang gidy hoic dép c6 quai hiu
(khoéng mic 4o tréng cd, 40 khong co tay, vay ngin, mong, vay xé cao...).

- Chao cd dau thang: Mic 4o so mi trang, 40 dong phuc co quan (néu co);

- Béi voi nhitng ngdy dia phuong to chire LE, su kién hodc hdi nghi quan
trong thi mic 1& phuc, cu thé:

+ Pbi v6i Nam: Qu?m au, 40 so mi, thit caravat hodc quﬁn ao complé, di
giay da;

+ Pbi voi Nit: Ao dai truyén thong hodc quan, 4o vest.

Diéu 8. Thé CBCCVC

1. CBCCVC phai deo thé khi thuc hién n}liém vy, cong vu. Thé CBCCVC
phai co tén co quan, anh, ho va tén, chirc danh, s6 hi¢u cia CBCCVC.
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Chuong 1V
BAI TRi CONG SO
Muc 1. QUOC HUY, QUOC KY
Piéu 9. Treo Quéc huy

Quéc huy dugc treo trang trong tai phia trén toa nha chinh. Khong treo Qudc
huy qua cii hoac bi hu hong, kich cd phai phu hop véi khong gian treo.

Piéu 10. Treo Qudc ky

Qubc ky duoc treo trang trong trudc tpél nhé chinh. Viéc treo, st dung tai tru
s6 UBND phuong thuc hién theo Huong dan s6 15/HD-SVHTT ngay 14/01/2025
cua S& Van héa va Thé thao thanh pho Pa Nang.

Muc 2. BAI TRi KHUON VIEN CONG SO
Pi¢u 11. Bién tén co quan

Bién tén co quan dugc gan tai cong chinh, phai dam bao tinh trang nghiém va
phu hgp véi kién tric cua cong trinh, ghi o tén goi day du va dia chi co quan phuong.

Picu 12. Phong lam viéc

Phong lam viéc phai c6 bién tén, ghi rd tén phong; tai ban 1am viéc phai c6
bién tén va churc danh cia CBCCVC. Vié¢e sap xEp, bod tri phong 1am viéc phai dam
bdo gon gang, ngan nap, khoa hoc, hop 1y, vtra thuan tién trong cong viéc, vira dam
bado y€u cau vé an toan chay, no.

Pi¢u 13. Phong hop va hdi truong

B4 tri treo Qudc ky, co Dang, anh hoac tuong Bac Ho; phong, ¢ chir va vi tri
treo khau ngi, bang ron; sip xép ban ghé & trong phong hop, hdi trudng dam bao
hop 1y va theo quy dinh chung.

Picu 14. Phong tiép dan

UBND phuong bé tri phong tiép dan theo quy dinh, nam & ting 1 cia phudng.

Pam bao thuc hién theo quy dinh vé Thoi gian tiép cong dan.

Chuwong V
TO CHUC THUC HIEN

Pi¢u 15. Trach nhiém to chirc thue hién

1. Trach nhiém ciia ngwoi dirng diu co quan

Thu truong co quan phai guong mau, nghiém tic thue hién Quy ché nay; quan
trigt, trién khai Quy ché nay dén CBCCVC - NLD; ni€m yét cong khai Quy ché nay
tai tru s& lam viéc cua don vi.

Kiém tra, giam sat, td c}u’rc délnh, gia; déng thot dua yiéc thuc hién Quy ché
nay vao ti€u chi dé danh gia, x&p loai chat lugng hang nam d61 voi CBCCVC - NLD.
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Tf) Chl:l’C bié}l duong, khen th}réng ddi voi nhirng tap thé, c4 nhan thuc hién tbt
Quy ché; kiém diém, phé binh, chan chinh, xtr Iy nghiém cac hanh vi vi pham cua
CBCCVC - NLDb trong co quan theo quy dinh phap luat.

2. Trach nhiém cia CBCCVC - NLb

CBCCVC - NLD ngoai viéc thyc hién nghiém quy dinh phap luét, quy ché,
ndi quy cua don vi can nam vimg, thuc hién dung, day du va van dong, glam sat,
nhéc nhd dong nghiép cung thuc hién cac ndi dung duoc quy dinh tai Quy ché nay.

Diéu 16. Diéu khoan thi hanh

1. B6i v6i nhimg nodi dung chua duge quy dinh _trong Quy ché nay thi thue
hién theo quy dinh cta phap luat hoic do ngudi dimg dau cta don vi xem xét, quyét
dinh theo quy dinh phap luat hién hanh.

2. Trong qua trinh trién khai thue hién Quy ché, néu c6 kho khan, vuong mic,
CBCCVC - NLD kip thoi phan anh vé€ Phong Van hda — Xa hoi phuong dé tong hop,
bao cao lanh dao UBND phudng xem xét stra do6i, bo sung cho phu hop véi tinh hinh
thuc t€ va quy dinh phép luat hién hanh./.
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