CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

QUY CHE
Vin hoa cong sé tai cac co' quan, don vi trén dia ban xa Nhir Khé
(Ban hanh kém theo Quyet dinh so 63 /0P-UBND ngay306/2026 cuia Chii tich UBND Xx8)

Chuong I
QUY DINH CHUNG

Picu 1. Pham vi diéu chinh va déi twong 4ap dung
1. Pham vi diéu chinh

Quy ché nay quy dinh muc dich, nguyén tac thue hién, cac chuin muc vin
hoa c6ng s@; trang phuc 1€ phuc, thé can bd, cong chirc, vién chirc; cach bai tri
cong sO; xay du’ng moi truong lam viée van mlnh hi€u qua va trach nhi¢m ctia cac
co quan, don vi trong to chirc thuc hién Quy ché vin hoa cong vu trén dia ban X3
Nhir Kheé.

2. Bdi tuong 4p dung
a) Cac co quan chuyén mon, t6 chtrc hanh chinh thudc Uy ban nhan dan Xa;
don vi su nghiép cong lap trén dia ban xa (sau day goi tat 13 cac co quan, don vi);

b) Can bo, cong chirc, vién chirc va nguoi lao dong trong cac co quan
chuyen mon, to chtic hanh chinh thudéc Uy ban nhan dan x&; don vi su nghiép
cong lap; trén dia ban xa Nhir Khé;

¢) Cac co quan, t chirc, don vi, c& nhan c6 lién quan.

Picu 2. Muc dich va nguyén tic thuc hién vin hoa cong sé

1. Muc dich

a) Xay du’ng va thuc hién van hoa cong s¢ nham hinh thanh phong cach ting
xt, 1& 161 1am viéc chuan muc, chuyén nghiép, trach nhiém, ning dong, minh bach,
hiéu qua trong hoat dong thu:c thi nhiém vy, cong s0; thuc hién muc tiéu xay dung

doi ngli can by, cong chirc, vién chirc va nguoi lao dong co pham chit dao duc tét,
tan tuy, trach nhlem trung thu:c chuyén nghi€p, dap ing yéu cau nhi¢m vy,

b) Xay dung mdi trudng lam viéc van minh, hién dai, lich sy, bdo dam tinh
trang nghi€ém, nang cao hiéu lyc, hiéu qua hoat dong cua cac co quan Nha nudc;

c) Gan viéc thuc hién van hoa cong 6 VOl chu’O'ng trinh cai cach hanh chinh,
chuyen doi s6, xay du:ng chinh quyén so; ¢y manh u’ng dung cong ngh¢ thong
tin, nang cao hi€u qua, tinh minh bach trong hoat dong cong vu.

2. Nguyén tic

a) bam bao tuan thu cac quy dinh cua Luat Cén by, cong chirc sb
80/2025/QH15 Luat Vién chuc s6 58/2010/QH12 duoc stra (101 bd sung boi
Luat s6 52/2019/QH14 va cac vin ban quy pham phap lut co lién quan. Géan
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viéc thuc hién van hdéa cong s& voi viée hoc tip va lam theo tu tudng, dao duc,
phong cach H5 Chi Minh;

b) De cao trach nhi¢ém cua ngu’(n dung dau trong viéc to chire, thuc hién va
guong mau chap hanh van hoa cong s&; tao su lan téa, phong trao th1 dua d6i méi
thue hién tot van hoa cong so;

¢) Thuc hién quy ché van hoa cong SO Xuat phat tir 1¢1 ich cua ngudi dan, to
chire, doanh nghiép; 14y su hai 1ong cua nguoi dan, t6 chirc, doanh nghi€p 1am trung
tam va la thudc do danh gia hiéu qua, chat luong phuc vu ctia co quan Nha nudc;

d) Thuc hién quy che van héa cong s& phu hop véi truyén thong, ban sic
van hoa va diéu kién kinh té - xa hoi cia xA; phu hop véi dinh hudng xay dung
doi ngli can bo, cong chue, vién chire va ngudi lao dong cac cap chuyén nghiép,
hién dai, gop phan xay dung hé théng chinh tri trong sach, viing manh.

Chuong 11
QUY PINH CU THE

Pi¢u 3. Chuan muec vé dao dirc, 16i song, tinh than, va thai do 1am viéc
1. Chuan muc vé dao duc, 16i séng

a) Cén bd, cong chure thuc hién nghiém quy dinh Ve dao duc cong vu va nhimg
vi€c céan bo, cong chirc khong duoc lam quy dinh tai Diéu 12, Piéu 14 Lu4t Can b,
cong chire s6 80/2025/QH15; Vién chure thyuc hién nghlem quy dinh nhiing viéc vién
chirc khong dugc lam quy dinh Piéu 19 Luat Vién chirc s6 58/2010/QH12 duoc sta
d6i, bo sung boi Luat sd 52/2019/QH14;

b) Can b9, cong chue, vién chire, ngu01 lao dong pha1 thu:ong xuyeén tu giac
tu duong, ren 1uyen pham chat dao duc nang luc chuyén mon; xay dung hinh anh
can bg, cong chirc, vién chire chuyén nghiép, tan tuy, trach nhiém, ky luat, ky cuong;

¢) Can bo, cong chure, vién chire, nguoi lao dong chap hanh nghiém noi
quy, quy ché lam viéc, quy dinh vé néu guong, ky luat phat ngén, bao mat thong
tin, st dung mang xa th quy dinh vé an toan giao thong; thyc hién nghiém cac
quy dinh vé€ khong hut thudc 14 tai co quan, phc‘)ng lam viéc; khéng sur dung ruou,
bia ngay trudc, trong g6 lam viéc hanh chinh va gio nghi trua cua ngay lam viéc,
ngay tryc va tai cac dia diém khong dugc st dung ruou, bia theo quy dinh cua
phap luat vé phong chdng tac hai ciia ruou, bia.

2. Tinh than thai do lam viéc

Khi thyc higén nhi¢m vy, cong vu, can bo, cong chuc, vién chuc, nguoi lao
dong phai y thirc 16 vé chirc trach, nhiém vu, bao gdm:

a) San sang nhan va n0 luc hoan thanh t6t moi nhiém vu dugc phan cong.
Tam huyét, tan tuy, guong mau 1am tron chire trach, nhiém vu dugc giao.

b) Chap hanh nghiém quy dinh vé thoi gid 1am viéc; str dung c6 hi€u qua
thoi gior 1am viée; tranh tinh trang 1am viée hinh thire, thiéu trach nhiém, 1am viéc
qua loa, dai khal, kém hiéu qud; chu dong ph01 hop trong thuc hién nhi€ém vy,
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cong vu; thang thin ty phé binh va phé binh, kién quyét ddu tranh voi nhitng biéu
hién sai trai, tiéu cuc; khong chay theo chu nghia thanh tich, khong bao che khuyét
diém, khong vu loi.

¢) boi méi tu duy, tac phong, le 16i 1am viéc theo hudng chuyén ngh1ep,
khoa hoc, hi¢u qua; tap trung giai quyét cong viéc hét trach nhiém dén két qua
cu01 cung, co san pham cu thé; khdng dun dy, né tranh cong viéc. Séu sat co s0,
gan dén, trong dén, hiéu dan, hoc dan, c6 trach nhiém v6i nhan déan; cau thi, ling
nghe, bao vé quyén va loi ich hop phap, chinh dang ciia Nhan dan;

d) Céan bg, cong chirc, vién chirc gitr chirc vu lanh dao, quan Iy phai dé cao
trach nhiém néu guong, nhat 1a ngu’orl dung dau co quan, don vi. Khong loi dung
vi tri cOng tac dé bo nhiém nguoi than quen; chui dong xin thdi gilt chirc vy khi
nhan thiy ban than con han ché vé niang luc va uy tin thap. Tam huyét, tan tuy,
guong mau lam tron chire trach, nhiém vu dugce giao, khéng Vuéng vao “tu duy
nhiém ky”. Cong tam, khach quan trong su dung, danh gla can by thudc quyen
quan 1y; nam bat kip thoi tam 1y, 16i séng, 18 161 1am viéc, tao su cong bang va
phat huy dan chu, kinh nghi€ém, sdng tao ctia cdn b, cong churc, vién chiic, nguoi
lao dong khi thyc hién nhiém vy, cong vu. Bao vé danh du cua can bg, cong chure,
vién chtic va nguoi lao dong khi co phan anh, t6 cao khong ding su that. Xay
dung moi trudong lam viée cua co quan, don vi nang dong, chuyén nghiép; gilr gin
su doan két, dao duc va van hoa cong vu trong co quan, don vi.

Dieu 4. Chuan mue wng xir, giao tiép
1. Van hoa giao ti€p, ing x1r tai co quan, don vi

Can b9, cdng chirc, vién chue, nguoi lao dong thyc hién van hoa giao tiép &
cong s theo quy dinh tai khoan 1 Diéu 13 Luét Can bg, cong chire s6 80/2025/QH15,
Luat Vién chirc s0 58/2010/QH12 dugc stra doi, b sung boi Luat so6 52/2019/QH14
va cac quy dinh sau:

a) Dbi v4i 1anh dao cap trén, can bd, céng chirc, vién chic, ngudi lao dong
phai tuan thu thir bac hanh chinh, phuc tung sy chi dao, diéu hanh, phan cong
cong viée cua cip trén; khong trén tranh, thoai thac nhiém vu, khong ninh bo 1dy
long vi dong co khdong trong sang;

b) Pbi v6i ddng nghiép, can bo, céng chirc, vién chure, nguf(‘ri lao déng
phai co tinh than “phdi hop, hd trg” trong vigc thyc hién nhlem vu, cong vy, gitr
Vu:ng doan két noi bo cuia co quan, to chuc; khong duoc loi dung viéc phat biéu
y kién, vi¢c gop y, phé€ binh lam “anh huong” dén uy tin cua co quan, don vi,
can bo lanh dao, quan 1y va dong nghiép;

c) Cén b, cong chire, vién chire gitt chirc vy 1anh dao pha1 tranh tu duy duy
y chi, ap dat, bao thu; ton trong va lang nghe y kién cia cap dudi; guong mau
trong giao tiép, tng xu.

d) Ung xtr van héa trén moi truong s6 va str dung mang x3 hoi; chia sé, st
dung thong tin trén moi truong s6 van minh, tuan thi phap luat, pht hop véi cac
chuan muc vin héa, dao dtrc xa hoi, gop phan xay dung hinh anh doi ngii can bo,
cong churc, vién chie, nguoi lao dong chuyén nghié¢p, trach nhiém.
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2. Vin hoa giao tiép, tmg xir v6i Nhan dan
Khi thi hanh cong vy, can b, cong chire, vién chire thue hién quy dinh vé
van hoéa giao tiép v6i Nhan dan quy dinh tai khoan 2 Diéu 13 Luét Can bo, cong
chure s6 80/2025/QH15 va biéu 9 Quy che van hoa cong s¢ tai cac co quan hanh
chinh nha nude ban hanh kem theo Quyet dinh s6 129/2007/Qb- TTg Thuc hién

“4 xin”: Xin chao, xin 16i, Xin cdm on, xin phép; “4 luén”: Ludén mim cudi, ludn
nhe nhang, luon ling nghe ludn gitp dor

Piéu 5. Trang phuc, 1& phuc ciia can b, cong chirc, vién chire, nguoi
lao dong; quan ly, st dung thé can b, cong chirc, vién chirc

1. Trang phuc

a) Khi thyc thi nhi€ém vu, cong vu, can b, cong chirc, vién chirc, nguoi lao
dong phai an mac gon gang, lich su. Trang phuc phai phu hgp véi tinh chéat cong
viéc, dac thu cua nganh va thuan phong, my tuc cua dan toc.

b) Cong chure, vién chirc lam viée tai Trung tam Phuc vu hanh chinh cong
x4, khuyén khich c6 dong phuc riéng bao dam vin minh, lich su.

¢) Péi vai nhitng nganh c6 quy dinh riéng vé trang phuc thi thuc hién theo
quy dinh ctia nganh.

2. Lé phuc

a) Lé phuc clia nam can bo, céng chic, vién chire, ngudi lao dong: Quan
tay, 40 so mi, that ca vat hodc bo comple.

. b) Le phuc cua nir can bg, cong chuc, vién chirc, nguoi lao dong: Ao dai
truyeén thong; quan tay, 4o so mi lich sy hodc bg vest/juyp cong sé.

c) Pbi véi can bo, cong chire, vién chire, nguoi lao dong 1a nguoi dan toc
thiéu sd, trang phuc dan toc dugce coi 1a 18 phuc.

d) P6i v6i nhitng nganh c6 quy dinh riéng vé 18 phuc phai thyc hién theo
quy dinh cua nganh.

3. Quan ly, st dung thé can b, cong chirc, vién chiic
a) Céan b, cong chtrc, vién chirc phai deo thé khi thuc hién nhiém vy, cong vu.

b) Viéc quan 1y, str dung thé cua can b, cong chirc, vién chirc thyc hién
thong nhat theo quy dinh tai Quyét dinh sO O6/2008/QD BNV vé viéc quy dinh
mau thé va viéc quan 1y, sir dung thé ddi véi can bo, cong chire, vién chirc.

Piéu 6. Bai tri cong sé
1. Viéc thuc hién treo Qudc huy, Quéc ky

Viéc treo Quoc huy, Qudc ky dugc thuc hién theo quy dinh tai Piéu 12,
Piéu 13 Quy ché ban hanh kém theo Quyét dinh s6 129/2007/QD-TTg.

2. Tru s6 co quan

a) Bién tén co quan thuc hién theo quy dinh tai Piéu 14 Quy ché ban hanh
kém theo Quyet dinh so6 129/2007/Qb-TTg va Thong tu s 05/2008/TT-BNV
huéng dan vé bién tén co quan hanh chinh nha nudc;
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b) Cac co quan, don vi phai ¢6 ndi quy, so dd b tri phong 1am viée va dugce
dat tai noi dé nhin, dé tim.

¢) Bam bao cac quy dinh vé an toan phong, chdng chay nd, quan 1y tét cac
thiét bi phong chay chita chay cta co quan.

3. Phong lam viéc

a) Phong lam vi¢c phai c6 bién tén ghi 0 t€n don vi, ho va tén, chirc danh
can bg, cong chtrc, vién chuec.

b) Viéc sap xép, bai tri phong 1am viéc phai bao dam gon gang, ngan nap,
khoa hoc, hop 1y.

Chuong 111
TO CHUC THUC HIEN

Piéu 7. T6 chirc thye hién
1. Phong Van hoa-Xa hoi xa

a) Thuc hién viéc klem tra, theo ddi; tong hop bao cao Uy ban nhan dan x4
vé viéc thuc hién Quy ché vian hoa cong s& trén dia ban XA.

b) Chu tri, ph01 hop véi cac co quan, don vi ¢6 lién quan dé xuit, tham muu
Uy ban nhan dan x4, quyét dinh xur 1y tap thé, ¢4 nhan vi pham quy dinh vé vin
hoa cong sé theo quy dinh phap ludt theo phan cap quan 1y.

2. Trung tam Dich vu cong x4 thuc hién tuyén truyén, pho bién ndi dung
Quy ché nay.

3. Can ctt Quy ché nay, Nguoi dung dau cac co quan, don vi trén dia ban
Xa ¢6 trach nhiém:

a) Pho bién, quan triét, trién khai thuc hién Quy ché néy Can ctr chirc nang,
nhiém vu cua co quan, don vi thuc hi€n ra soat, nghién ctru stra d6i noi quy, quy

ché 1am viéc cua co quan, don vi minh, bao dam phu h0’p v6i Quy ché nay va to
chtrc thuc thi Quy ché van héa cong so tai co quan, don vi.

b) Klem tra, giam sat, to chirc danh gia va bleu duong, khen thudng dbi voi
nhiing tap thé, ca nhan thuc hién tot; kiém diém, phe binh, chan chinh, xt Iy
nghiém céc hanh vi vi pham cua can bo cong chuc, vién chu:c nguoi lao dong
trong qua trinh t6 chirc thuc hién Quy ché nay.

Diéu 8. Pic¢u khoan thi hanh

1. Trudng hop cac van ban dugc vién dan trong Quy ché nay duoc sira doi,
bd sung hodc thay thé bang van ban mdi thi cac nodi dung lién quan duoc thuc hlen
theo van ban méi.

2. Trong quéa trinh trién khai thuc hién Quy che nay néu c6 khé khan,
vudng mac, cac co quan, don vi kip thoi phan anh vé Uy ban nhéan dan xa (Qua
phong Van hoa-Xa héi) dé tong hop va xem xét, sira d6i bo sung cho phu hop./.
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