UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH Doc 1ap — Tuw do — Hanh phuc

QUY TAC
Ung xir ciia can b, cong chirc, vién chire va nguoi lao dong
trong co’ quan hanh chinh, don vi sw nghiép cong lap trén dia ban tinh
(Kém theo Quyét dinh s6 /OD-UBND ngay  thing 11 nam 2021
ciia Uy ban nhdn dan tinh)

] Chuongl
MUC PICH, PHAM VI, POl TUQNG

Piéu 1. Muc dich

1. Gép phan hinh thanh phong cach tng xur, 1& 16i 1am viéc chuan muyc cta
doi ngli can bd, cong chirc, vién chirc va nguoi lao dong; dam bao tinh chuyén
nghiép, liém chinh, trach nhi€ém, ndng ddng, minh bach, hiéu qua trong hoat
dong thuc thi nhiém vu.

2. Lam co s& d€ moi ca nhan can bo, cong chuc, vién chuc, nguodi lao
dong tu diéu chinh hanh vi cia minh nham dat to1 cac gia tri van hoa, nang cao
su hai long cta cong dan, t6 chirc khi tiép xuc, lam viéc.

3. Thyc hién cong khai cac nhiém vy, cong vu va mot ) quan hé xa hdi
lién quan dén viéc thuc thi cong vu cua can bg, cong chirc, vién chuce, nguoi lao
dong; nang cao y thirc, trach nhiém cua can b, cong chure, vién chuc, nguoti lao
dong trong cong tac phong, chéng tham nhiing.

4. Pé cao trach nhiém cua ngudi dung dau co quan, don vi trong thuc
hién van hoa cong vu; lam can ctr dé cac co quan, don vi ¢cé tham quyén xem xét
trach nhi€ém khi can bd, cong chuc, vién chuc, nguoi lao dong vi pham cac
chuin muc xt sy trong thi hanh nhiém vy, cdng vu va trong quan hé xa hoi;
ddng thoi 1a can cr dé nhan dan giam sat viée chdp hanh cac quy dinh phap luét
cua can bg, cong churc, vién churc, nguoi lao dong.

Pi¢u 2. Pham vi va di twong ap dung

1. Pham vi 4p dung: Cac So, Ban, nganh; f]y ban nhan dan cac huyén2 thi
x4, thanh phd va don vi su nghi¢p cong 1ap trén dia ban tinh (sau ddy goi tat la
co quan, don vi).

o2 Péi twong ap dung: Can bd, cong chire, vién chirc, ngudi lao dong (sau day
viét tat la CBCCVC&NLD) 1am vige trong cac co quan, don vi trén dia ban tinh.

Chuong 11
QUY TAC UNG XU CHUNG



Picu 3. Thoi gian lam viéce

Chap hanh nghiém quy dinh vé thoi gian lam viéc ciia Nha nudc, cua co
quan, don vi; sap x&p, st dung thoi gian lam vi¢e khoa hoc va hi¢u qua.

Pi¢u 4. Trang phuc, tic phong

1. Trang phuc cong s& gon gang, lich sy, di gidy hodc dép cé quai hau.
Trang phuc phai phu hop véi tinh chat cong viée, ddc thu cta nganh va thuan
phong, my tuc ctia dan toc. Khuyén khich nit CBCCVC&NLD mic trang phuc
dan tc vao cac ngay 18, tét hodc cac dip dac bi¢t cua co quan, don vi, dia phuong.
Pbi v6i nganh, linh vuc ¢6 trang phuc riéng thi thuc hién theo quy dinh riéng.

2. Tac phong, cu chi nghiém tuc; thai do niém nd, hoa nhi, khiém ton, 18
phép, ton trong nguoi giao tiép; sir dung ngdn ngir chuin muc, rd rang, mach lac.

3. CBCCVC&NLD phai deo hoac cai thé tén, phu hiéu, chirc danh ding
quy dinh.

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

5. Khong hut thudc 1a tai co quan, phong lam viéc; khong st dung d6
udng co con trudce va trong gio lam viéce, gio nghi trua cac ngay lam viéc.

6. Giit gin vé sinh noi cong s&; noi 1am viéc sap xép ngan nip, gon gang;
khong trung bay, luu gitt, phat tdn hinh anh, ndi dung van hoéa pham doéi truy, tai
li¢u chong lai Bang, Nha nudc.

Piéu 5. Y thirc to chire ky luat

1. Tu giac chap hanh nghiém Hién phap, phap luat, ndi quy, quy ché cia
co quan, don vi trong thyc thi cong vu; guong mau vé dao durc va 161 song.

2. Chap hanh nghiém sy phan céng cua td chirc, nhiém vu cip trén giao.

3. Giilr gin doan két ndi bo, xay dung moi truong lam viéc dan chu, ky
cuong; coO tinh than cau thi, lang nghe; cdng tac, giap do dong nghiép hoan
thanh to6t nhiém vuy.

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

5. Khong phét tan, tung tin, bia dat, xtic pham danh dy, nhan phém nguoi khéc.
6. Khong tu ¥ phat ngdn, cung cap thong tin, tai liéu khong diing tham quyén.

7. Khong lam dung, khong cé hanh vi quiy rdi ngudi khac dudi moi hinh
thirc (101 no61, hanh dong, ctr chi, tin nhan...).

8. Khong tham gia, td chire, 16i kéo nguoi khac danh bac... va céac t€ nan
xa ho1 khac dudi moi hinh thirc.
Chuwong II1
UNG XU TRONG THU'C THI CONG VU, NHIEM VU

Piéu 6. Quy tic ing xir chung trong thwe thi cong vu, nhiém vu



1. Nhitng diéu CBCCVC&NLD phai lam

a) Phai thuc hién ding va day du cac quy dinh vé nghia vu cta can bo,
cong chuc, vién chic, nguoi lao dong theo quy dinh cua phéap luat vé can b,
cong chuc, vién chirc va phép luat lao dong; ton trong, tan tuy phuc vu Nhan
dan; y thac rd vé chirc trach, bon phan cta ban than, sin sang nhan va nd lyc
hoan thanh t6t moi nhiém vu duogc giao.

b) Trong qua trinh thuc thi cong vu ma tiép xtc truc tiép hodc bang van
ban hanh chinh hodc qua cac phuong tién thong tin (dién thoqi, thu tin, qua
mang internet...) voi to chirc va cong dan thi phai bao dam thong tin trao d6i
dung nodi dung cong viéc ma to chirc va cong dan can huéng dan, tra 1oi; ton
trong, lang nghe, tan tinh huéng dan vé quy trinh xtr Iy cong viéc va giai thich rd
rang nhitng thic mic cua t6 chic va cong dan. Thuc hién “4 xin, 4 luén”: xin
chao, xin 16i, xin cdm on, xin phép; ludén mim cudi, luén nhe nhang, luén léng
nghe, luon giap do.

¢) Co trach nhiém huong dan cong khai cho t6 chirc, cong dan quy trinh thyc
hién da duogc cap co tham quyén phé duyét bao dam cac yéu cau cta to chirc va
cong dan duoc giai quyét dung quy dinh cta phap luat, ding thoi gian quy dinh.

Truong hop cong viéc bi kéo dai qua thoi gian quy dinh, CBCCVC&NLD
c6 trach nhiém bao cdo nguoi dimg dau co quan, don vi, to chic bang vin ban
néu 1o 1y do qua han, thoi gian dé& nghi gia han thuc hién nhiém vu, ddng thoi
thong béo cong khai cho td chirc va cong dan ¢ yéu cau biét 1 1y do.

d) Khi thi hanh cong vy, nhiém vy néu phat hién dong nghiép thyuc hién
sai hodc thuc hién khong dy du quy dinh cua phép luat; CBCCVC&NLD ¢
trach nhiém gop ¥ hodc bao céo dén lanh dao co quan, don vi c6 thAm quyén
quan Iy CBCCVC&NLD thudc tham quyén quan 1y dé c6 bién phap khac phuc
va xu 1y kip thoi, déng thoi chiu trach nhiém ca nhan vé nhiing bao céo cua
minh.

d) Riéng dbi véi cong chire, vién chire ¢ linh vye Thanh tra va cic hoat
dong nghé nghiép khac, ngoai viéc thuc hién nhiing quy dinh cua Quy tac nay,
phai thyc hién nghiém tic cac chuan myc dao dirc nghé nghiép quy dinh.

2. Nhimng viec CBCCVC&NLD khong dugc lam

a) Sa vao cac t¢ nan xd hoi dudi moi hinh thire; loi dung chirc vy, quyen
han ctia ¢4 nhan, danh nghia cta co quan, to chic dé giai quyét cong viéc nham
tryc 191 ca nhan, gia dinh hodc ngudi than (nhuw vay, mwon, hira hen, chay viéc,
chay dw dn, dé dn...) 3 chiém dung tién hodc tai san ctia ngudi khac 1am anh
huong dén uy tin ctia co quan, to chirc, don vi va ca nhan.

b) C6 thai d6 hodc hanh vi quan liéu, cira quyén, hach dich, nhiing nhiéu,
hach sach nguoi dan, gay cang thang, burc xuc, doa nat nguoi dan; goi ¥ dua
tién, nhan tién, qua biéu hodc nhan giai quyét cong viéc bén ngoai co quan,
ngoai gid lam viéc dé truc loi ca nhan; thd o, v cam, thiéu trach nhiém trudc
nhing kh6 khin, vuéng méc cia td chirc va cong dan.



c¢) Tt choi cac yéu cau dang phap luat cia nguoi can dugc giai quyét theo
dtng chirc trach, nhiém vu dugc giao.

d) Lam mat, hu hong hodc 1am sai 1éch hd so, tai liéu lién quan dén yéu cau
ctia tO chirc va cong dan khi dugc giao nhiém vu giai quyét; phai tuén thu ky luat
phat ngon, khong sir dung mang x& hoi dé khai thac, tuyén truyén cac thong tin
chua duge kiém chung, phién dién, mot chiéu anh huéng dén hoat dong cong vu.

d) Lam 16 bi mat Nha nudc, bi mat cong tac va bi mat ndi dung cung ho
tén nguoi viet don thu khiéu nai, to cdo theo quy dinh cua phép luat.

e) Cac viéc khac theo quy dinh cua phap luat vé can by, cong chue, vién
chtrc; phap luat vé phong, chong tham nhiing; thuc hanh tiét kiém, chong lang
phi va cac quy dinh khac ctia phap luat c6 lién quan.

Picu 7. Ung xir ciia CBCCVC&NLD tai co quan, don vi

1. Béi véi CBCCVC gitr chirc vu quan 1y

a) bé cao trach nhiém néu guong cua nguoi dimg dau; khong loi dung vi
tri cong tac dé truc 1oi ca nhan; chu dong xin théi gitr chire vu khi nhan thay ban
than con han ché vé nang luc va uy tin thap. Tam huyét, tan tuy, guong mau lam
tron churc trach, nhi¢m vu duoc giao.

b) Don ddc, kiél}l tra ‘ViéC thuc hién nhi¢ém vy, coéng vu cua
CBCCVC&NLD thude tham quyén quan ly.

_ ¢) Cong tam, khach quan trong su dung, danh gia CBCCVC&NLD thudc
quyén quan ly; ndam bat kip thoi tdm ly, tao su cong bang va phat huy dan chu
cua CBCCVC&NLD khi thyc hién nhiém vy, cong vu; khong dugc duy y chi,
ap dat, bao thu; phai ton trong, lang nghe y kién cua cap dudi.

d) Bao vé danh du cia CBCCVC&NLD khi c6 phan anh, t6 cao khong
ding su that.

d) Xay dung moé1 truong lam viée cua co quan, don vi than thién, chuyén
nghiép; gitt gin su doan két, dao dic va van hoa cong vu trong té6 chuc cua
minh.

2. P6i v6i CBCCVC&NLD khong giit chiic vu quan 1y

a) Chap hanh quyét dinh cua lanh dao, quan ly; phai tuan thu thir bac hanh
chinh, phuc tung sy chi dao, diéu hanh, phan cong cong viéc cua cap trén;
thuong xuyén chu dong sang tao va chiu trach nhiém trude phap luat khi thuc
hién nhiém vu duogc giao.

b) Khi thuc hién Quyét dinh cua cip c6 tham quyén, CBCCVC&NLD

phat hién Quyét dinh d6 trai phap luat hoac khong phu hop voi thuc tién thi phai
béo cdo ngay véi cip trén quan 1y tryc tiép hodc 1anh dao co quan, don vi.

7 c¢) Khong dugc loi dung viéc phat biéu ¥ klf‘:n, viéc gop v, phé binh lam
ton hai dén uy tin ciia can bd lanh dao, quan ly va dong nghiép.

d) Déi v6i dong nghiép



- Phai c6 tinh than hop tac, ho tro trong thuc hién nhi€ém vy, cong vu.

- Khong beé phai, gdy mat doan két noi bo cua co quan, to chirc; khong cii
nhau, xung dot dan dén x6 sat noi co quan, cong sé. Ung xir c6 van hoa, ton
trong, bao v€ danh du, uy tin cua déng nghiép; co6 thai dg trung thuc, than thi¢n,
hop tac, ton trong giup d& nhau hoan thanh tot nhiém vu dugc giao.

Chuong IV
UNG XU TRONG CAC MOI QUAN HE XA HOQI

Piéu 8. Ung xir cia CBCCVC&NLD noi cong cong

1. Chap hanh nghiém tac cac quy dinh ctia phap ludt va quy dinh sinh hoat
noi cong cong.

2. Thé hién vin minh, lich sy trong giao tiép, (mg xi.

3. Kip thoi thong bao ngay cho co quan, t6 chuc, don vi co thim quyén
biét cac thong tin vé hanh vi vi pham phap luat.

4. Khong dugc vi pham cic chuan muc vé thuan phong my tuc tai noi
cong cong dé bao dam sy van minh, ti€n bo cua xa hoi.

5. th,(A)ng duoc lgi dung chuc vy, quyén han khi tham gia céc hoat (jI(f)ng
xa hd1 dé tiép tay hodc bao che cho cac hanh vi vi pham phap luat dudi bat ky
hinh thirc nao.

Piéu 9. Ung xir cia CBCCVC&NLDP noi cw tri

1. Tich cuc tham gia tuyén truyén, phd bién, gido duc phap luat tai dia
phuong cu tra.

2. Thyc hién quy ché dan chu co so, tham gia sinh hoat noi cu tra, chiu su
gidm sat cua to chirc dang, chinh quyén, doan thé va nhan dan noi cu tra.

3. Khong can thiép trai phap luat vao hoat dong cua cac co quan, to chic,
cad nhan noi cu tru; khong tham gia xti giuc, kich dong, bao che cac hanh vi trai
phap luat.

4. Khong duoc vi pham cac quy dinh vé dao duc cong dan da dugc phap
luat quy dinh hodc da dugc cong dong dan cu thong nhat thyc hién.

Piéu 10. Ung xir ciia CBCCVC&NLD trong gia dinh

1. :Fich cuc tuyén truyén, gido duc, van dong ngq(‘)'i than trong gia dinh
guong mau chap hanh nghiém chinh chu truong, duong 161 ciia Bang, chinh sach
phap luat ciia Nha nudec.

2. Guong mau, tranh pho truong, lang phi khi t6 chirc cudi hoi, ma chay,
mung tho, tan gia va cac viéc khac nham muc dich truc loi.

3. Phai tuan thu chuéﬁm muc dao dirc gia dinh va x3 hoi, thuan phong my
tuc, truyén thong van hoa tot dep cua dan toc; khong mé tin d1 doan va c6 nhirng
hanh vi phan cam khi tham gia cac hoat dong xa hdi, cong dong.



) Qhuo‘ng \%
TO CHUC THUC HIEN

Pieu 11. Trach nhiém cua to chirc, ca nhan
1. S6 No1 vu

a) Giap Uy ban nhan dan tinh t6 chirc thuc hién, kiém tra, don ddc cac co
quan, don vi, dia phuong thuc hién Quy tac nay.

b) Tham muu Chu tich UBND tinh quyét dinh thanh 1ap T6 Kiém tra cong
vu va Quy tac ing xu; thuc hién kiém tra tai cac co quan, don vi theo quy dinh.

2. Nguoi dimg dau cac co quan, don vi, dia phuong

a) T6 chire trién khai, kiém tra, gidm sat viéc thuc hién Quy tic ung Xu
cua CBCCVC&NLD tai t6 chuc cua minh; dua vao tiéu chi d€ xép loai thi dua
hang nam.

b) Chiu trdach nhiém khi dé xay ra tinh trang trong don vi co
CBCCVC&NLD bi phan anh, kién nghi, khiéu nai, té cdo ma dugc co quan co
tham quyén két luan c6 vi pham lién quan dén nhitng quy dinh tai Quy tic nay
va vi pham quy dinh ctia Pang, Nha nudc vé van héa cong vu.

3. S¢ Thong tin - Truyén thong, Dai Phat thanh va Truyén hinh tinh, Cong
Thong tin dién tr tinh, trang thong tin dién tir cac co quan, don vi tuyén truyen
pho bién sau rong Quy tic tng xir ndy tGi can bd, nhan dan trén dia ban tinh de
biét va cung giam sat viéc thuc hién ¢ cac co quan, don vi, cac cap; phat hién, c6
vii, dong vién nhirng tap thé va ca nhan thuc hién tét; phé phan cac tap thé, ca
nhan vi pham.

4. CBCCVC&NLD thyc hién nghiém cac quy dinh vé Quy tic Gmg Xt va
ndi quy, quy ché cua cic co quan, don vi; nim vimng, thyc hién dung va van
dong, giam sat, nhiac nhd dong nghiép cung thyuc hién cac quy dinh cua Quy tic
ung XU nay.

Piéu 12. Khen thwéng, ky luat

1. CBCCVC&NLD thyc hién tot Quy tic nay s& duoc xem xét biéu
duong, khen thudéng theo quy dinh.

2. CBCCVC&NLD vi pham cac quy dinh tai Quy tac nay; tuy mic do, sé
bi nhac nhd, phé binh cong khai tai t6 chirc minh cong tac. Truong hop vi pham
nghiém trong s€ bi xem xé&t, xr Iy theo quy dinh ctua phép luat.

Piéu 13. Piéu khoan thi hanh

Quy tic nay dugc phd bién dén tit ca cac CBCCVC&NLD trong o quan
hanh chinh, don vi su nghiép cong lap trén dia ban tinh. Trong qua trinh t6 chirc
thuc hién, néu c6 van dé vudng mac, phat sinh dé nghi phan anh vé Uy ban nhan
dan tinh (qua S& Noi vu) dé xem xét diéu chinh./.



