UBND TINH GIA LAI CONG HOA XA HOI CHU NGHIA VIET NAM

SO NOQI VU Poc 1ap — Ty do — Hanh phiic
S6: 3937 /QD-SNV Gia Lai, ngay 20 thang 08nam 2025
QUYET PINH

Ban hanh Quy ché van héa cong sé va Quy tac wrng xir
cua cong chire, vién chire, nguoi lao dong thudge S¢ Noi vu

GIAM POC SO NOQI VU

Can cir Quyét dinh s6 129/2007/0D-TTg ngay 02 thang 8 nam 2007 ciia
Thu tuong Chinh phu vé viéc ban hanh Quy ché van hoa cong so;

Can cu Quyet dinh s6 1847/0D-TTg ngay 27 thang 12 nam 2018 cua Thu
twomg Chinh phii vé viéc phé duyét Pé an vin héa cong vu;

Can cir Quyét dinh sé 758/OD-BNV ngay 23 thang 6 nam 2021 cua B¢
truong Bo Noi vu ban hanh Quy tdc ung xir cua cdan bo, cong chirc, vién chue,
nguoi lao dong cua Bo Noi vu,

~ Can cir Quyét dinh s6 02/2025/0D-UBND ngady 01 théng 7 nam 2025 ciia
Uy ban nhan dan tinh ban hanh Quy dinh chirc nang, nhiém vu, quyén han va co
cau to chue cua So Noi vu tinh Gia Lai;

Theo dé nghi ciia Chanh Van phong S6 Néi vu.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Quy ché van hda cong s va
Quy tac ung xu cua cong chuc, vién chirc, nguoi lao dong S& Noi vu thudc So
Noi vu.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong S&, Nguoi dimg dau cic phong chuyén mén, don
v1 truc thudc Sé va gﬁng chtrc, vién churc, nguoi lao dong S& Noi vu chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhin: GIAM bOC
- Nhu Diéu 3;

- Chu tich UBND tinh (dé bao cdo);
- Giam déc, Pho Giam dbc So;

- bang uy S¢;

- Luu: VT, VP.

Tham Thi T6 Hai



UBND TINH GIA LAI CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOI VU Péc 1ap — Tu do — Hanh phiic
QUY CHE

Viin héa cong sé va Quy tic kng xir ctia cdng chirc, vién chire
va nguoi lao dong thudc S& Noi vu ,
(Kem theo Quyét dinh so /OD-SNV ngay / /2025 cua Giam doc So Noi vu)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh va d6i twong ap dung

1. Pham vi di€u chinh: Quy dinh v€ ndi dung van hoa cong sé va cac quy
tac ng xur cua cong chuc, vién chure, nguoi lao dong S& No1 vu.

2. Péi tuong 4p dung:

- Cac phong chuyén mon, don vi truc thuoc S& Noi vu.
- Cong chure, vién chirc, nguoi lao dong S& Noi vu.
Piéu 2. Nguyén tic thue hién

1. Bdo dam phu hop véi van héa truyén thong, ban sac van hoa dan tdc, dac
diém cong viéc va di€u kién cua co quan S& Noi vu.

2. Bao dam muc ti€u xay dung doéi ngli cong chirc, vién chirc, nguoi lao
dong doan két, trach nhi€ém, nang cao chat lugng, hi¢u qua, chuyén nghiép, dap
ung yéu cau doi méi, phu hop vai chu truong hién dai héa nén hanh chinh nha
nudc.

3. Bao dam thyc hi¢n nghiém cac quy dinh cua phap luét c6 lién quan va
Quy ché lam viéc cua S& Noi vu.

Piéu 3. Muc dich

1. Bao dam tinh trang nghiém, phong cach giao tiép, tmg xtr chuan muc cta
doi ngli cong chire, vién chure, nguoi lao dong khi thi hanh cong vu.

2. Nang cao dao duc cong vu ctuia cong chire, dao dirc nghé nghi¢p ctia vién
chuc; dé cao trach nhi€ém cua nguoi dung dau phong chuyén moén, don vi truc
thudc S& Noi vu trong thuc hién van hoa cong vu.

3. Lam can cu dé danh gia viéc chap hanh cac quy dinh cua cong chuc, vién
chuc, nguoi lao dong trong thi hanh cong vu.



~ Chuong 11
QUY CHE VAN HOA CONG SO

Diéu 4. Tinh thén, thai d§ 1am viéc

Cong chtrc, vién chirc phai trung thanh vo1 Nha nude Cong hoa xa hoi chu
nghia Vi¢t Nam; bao v¢ danh du T quéc va loi ich quéc gia; ton trong va tan tuy
phuc vu Nhan dan. Khi thyc hi¢n nhiém vy, cong vy, cong chirc, vién chirc phai
y thic rd vé chire trach, bon phan ctia ban than, bao gdm:

1. Phai san sang nhan va nd lyc hoan thanh tdt moi nhiém vu duoc phan
cong; khong kén chon vi tri cong tac, chon viéc dé, bo vieéc kho. Tam huyét, tan
tuy, gwong mau 1am tron chire trach, nhiém vu duoc giao; khong vudng vao “tu
duy nhiém ky”.

2. Phéi co6 y thiic td chirc ky luat; sir dung co6 hi¢u qua thot gio lam viéc;
tranh hién tugng trung binh chu nghia, lam viéc qua loa, dai khai, kém hi€u qua;
nghiém chinh chap hanh noi quy, quy ché cua co quan, t6 chirc; chu dong phdi
hop trong thuc hién nhiém vu, cong vu.

3. Khong dugc gay khé khan, phién ha, voi vinh, kéo dai thoi gian xur 1y
cong viéc cua co quan, to chirc va nguoi dan; khong tho o, vo cam, thicu trach
nhiém trude nhitng kho khan, birc xtic ciia nguoi dan.

4. Cong chure, vién churc 1anh dao phai cong tam, khach quan trong str dung,
danh gia cong chirc, vién chirc, nguoi lao dong thudc quyén quan 1y; khong loi
dung vi tri cong tac dé bo nhiém ngudi than quen; chu dong xin thoi gilt chic vu
khi nhan thay ban than con han ché vé ning luc va uy tin.

Piéu 5. Chuan murc giao tiép, tng xir

1. Trong giao ti€p va ung xur v4i cong dan, to chirc dén lién hé cong tac
phai thé hién thai d0 niém nd, hoa nha, lich sy, ton trong, lang nghe, tan tinh
hudng dan ro rang quy trinh xtr ly cong viéc; khong dugc c6 thai dd tho o, vo cam
v6i cong dan, t6 chirc dén lién hé cong tac.

Thuc hién nghiém tic “4 xin, 4 luén”: xin chao, xin 16i, xin cam on, xin
phép; luén mim cudi, luén nhe nhang, luén lang nghe, luon gitp do.

2. Bdi v6i ddng nghiép: Cong chirc, vién chirc, nguoi lao dong phai co thai
d6 trung thuc, than thién, hop tac, hd trg 1an nhau hoan thanh nhiém vu; ton trong,
bao vé danh du, uy tin cua dong nghiép; ling nghe va tiép thu y kién ciia dong
nghiép, thang than gép y v&i dong nghiép trén tinh than xay dung, khach quan,
khong bé phai gdy mat doan két noi bo cua co quan, don vi.

3. Pbi véi lanh dao cip trén: Cong chire, vién chirc, ngudi lao dong phai
tuan tha thr bac hanh chinh, phuc tung su chi dao, diéu hanh, phan cong cong
viéc cua cép trén; khong tron tranh, thoai thac nhiém vu.



4. Cong chtre, vién chuce gitr chire vu lanh dao, quan 1y khong dugc duy y
chi, ap dit, bao thi; phai ton trong, ling nghe v kién cta cip dudi; guong miu
trong giao tlep, ung xu.

5. Cong chtre, vién chirc, nguoi lao dong khai thac, sir dung mang xa hoi
phai thuc hién ding Luat An ninh mang, gép phan xay dung méi truong van hoa
lanh manh trén khong gian mang.

Picu 6. Chuan muc ve dao dirc, 10i song

1. Cong chtrc, vién chirc, nguodi lao dong phai khong ngung hoc tap, tu
dudng, rén luyén vé dao dure, 16 séng. Thuec hién can, kiém, liém, chinh, chi cong
vO tu; trung thue, gian di, théng than, chan thanh; khong c6 biéu hién co hdi, séng
ich ky, ganh ghét, d6 ky.

2. Cong chirc, vién chure, nguoi lao dong phai tuan tha chuan muc dao dic
gia dinh va xa hd1, thuan phong my tuc, truyén thong van hoa tot dep ctia dan tdc;
khong mé tin di doan va c6 nhitng hanh vi phan cam khi tham gia 1€ hoi.

3. Cong chure, vién chure, nguoi lao dong khong duoce sa vao cac t€ nan xa
ho1; khong dugce s dung do uong c6 con trong thoi gian lam viée va gio nghi trua;
hut thudc 14 dung noi quy dinh; phai tuan tha ky luat phat ngon, khong str dung
mang xa hoi dé khai thac, tuyén truyén cac thong tin chua dugc ki€ém chiing, thong
tin khong chinh thong anh huéng dén hoat dong cong vu.

Piéu 7. Trang phuc

1. Cong chure, vién chire, nguodi lao dong khi thuc hién nhi€ém vu phai an
mac gon gang, lich sy, di giay hodc dép c6 quai hau. Trang phuc phai phu hop voi
tinh chat cong viéc va thuan phong, my tuc cua dan tdc.

2. Cong chure, vién chirc, nguodi lao dong khi tham du cac budi 18, hoi nghi
thi mac dong phuc theo quy dinh cua S6.

) Chwong 111
QUY TAC UNG XU CUA CONG CHUC, VIEN CHUTC,
NGUOI LAO PONG

Piéu 8. Ung xir ciia cong chire, vién chirc, nguoi lao dong trong thuc
thi cong vu

1. Nhitng viéc cong chirc, vién chirc, nguoi lao dong phai lam

a) Cong chuc, vién chuc, nguodi lao dong khi thi hanh cong vu phai thuc
hién diing va day du cac quy dinh v€ nghia vu cta cong churc, vién chiic theo quy
dinh ctua Luat Can bg, cong chure, Luat Vién chirc va cac quy dinh ctia phap luat.



b) C6 trach nhiém hudng dan cong khai cho t6 chirc, cong dan quy trinh
thuc hién da dugc cap c6 tham quyén phé duyét bao dam cac yéu cau cua to chuc
va cong dan dugc giai quyét ding quy dinh cta phap luat, dung thoi gian quy
dinh.

Truong hop cong viée bi kéo dai qua thoi gian quy dinh, cong chirc, vién
chtrc, ngudi lao dong cé trach nhiém bao cdo nguodi dimg dau co quan, don vi
bang van ban néu rd 1y do qua han, thoi gian dé nghi gia han thuc hién nhiém vu,
d6ng thoi thong béo cho to chie, cong dan co yéu cau biét rd 1y do.

¢) Trong qua trinh thi hanh cong vu ma tiép xuc truc tiép, hodc bang vin
ban hanh chinh hodc qua cac phuong tié€n thong tin (dién thoai, thu tin, qua mang
internet...) véi to chirc, cong dan thi phai bao dam thong tin trao doi dung nodi
dung cong viéc ma to chire, cong dan can hudng dan, tra 10i.

d) Phai chiu trach nhiém trudc phéap luat vé hanh vi ctia minh.
2. Nhitng viéc cong chirc, vién chirc, nguoi lao dong khong duoc lam

a) Cong chuc, vién chuce, nguoi lao dong khi thi hanh cong vu khong duoc
mao danh dé giai quyét cong viéc; khong duoc muon danh co quan, don vi dé giai
quyét cong viéc cua ca nhan.

b) Co6 thai d0 hoac hanh vi quan liéu, ctra quyén, hach dich, nhiing nhicu,
voi vinh; tho o, vO cam, thi€u trach nhi¢ém trudce nhitng khé khan, vudng mac cua
t6 chtrc, cong dan.

c¢) Tur chdi cac yéu cau ding phép luat cua nguodi can dugce giai quyét phu
hop véi chure trach, nhi€ém vu dugc giao.

d) Lam mat, hu hong hoac lam sai 1éch ho so, tai liéu li€n quan dén yéu cau
cua to chuc, cong dan khi dugc giao nhi€ém vu giai quyét.

d) Lam 10 bi mat Nha nudc, bi mat cong tac va bi mat noi dung don thu
khi€u nai, t6 céo cua co quan, to churc va cong dan theo quy dinh cta phap luét.

e) Vi pham dao duac cong vy, bao che, bao cdo sai sy that khi thyc hién
nhi¢m vy; thiéu trach nhiém gay ra tinh trang mat doan két, tham nhiing, lang phi,
ti€u cuc va cac vi pham khéc.

Diéu 9. Ung xir ctia cong chire, vién chire giir chire vu lanh dao quéan ly

1. Phai dé cao trach nhiém néu guong ctia ngudi dimg dau. Khong loi dung
vi trf cong tac dé bd nhiém nguoi than quen; chii dong xin thoi giir chire vu khi
nhan thay ban than con han ché vé niang luc va uy tin thap. Tam huyét, tan tuy,
guong mau 1am tron chire trach, nhiém vu duge giao; khong vudng vao “tu duy
nhiém ky”.

2. Cong tam, khach quan trong sir dung, danh gia can bo thudc quyén quan
ly; ndm bit kip thoi tam 1y, 161 sng, 18 16i 1am viée, tao su cong bang va phat huy
dan chu, kinh nghiém, sang tao cua cong chtrc, vién chirc, nguoi lao dong khi thuce



hién nhiém vy, cong vuy; khong dugc duy y chi, &p dat, bao thu; phai ton trong,
lang nghe ¥ kién cua cap dudi.

3. Bdo v€ danh du cia cong chirc, vién chirc va nguoi lao dong khi ¢é phan
anh, t6 cdo khong ding su that.

4. Xay dung moi truong lam viéc cia co quan, don vi ndng dong, chuyén
nghi¢p; gitr gin sy doan két, dao duc va van hoa cong vu trong co quan, don vi
cuia minh.

Piéu 10. Ung xir ciia cong chirc, vién chirc, ngudi lao dong

1. Chép hanh quyét dinh cua ngudi lanh dao, quan 1y; phai tuan tha thir bac
hanh chinh, phuc ting su chi dao, diéu hanh, phan cong cong viéc cua cap trén;
khong tron tranh, thoai thac nhiém vuy; dong thoi phat huy tinh than ty chu, nang
dong, sang tao, ddm nghi, dam lam, dam chiu trach nhiém; c6 trach nhi¢ém dong
g6op ¥ kién trong hoat dong cia co quan, bao dam cho hoat dong cua co quan dat
hi¢u qua.

2. Béi véi dong nghiép phai ing xir c6 van hoa, ton trong, bao vé danh dy,
uy tin, xay dung doan két ndi bg, c¢6 thai do trung thuc, than thién, hop tac gitp
dd nhau hoan thanh nhiém vu duoc giao.

Picu 11. Ung xir noi cong cong

1. Chép hanh nghiém tac cac quy dinh cta phap luat va quy tic sinh hoat
noi cong cong.

2. Thyc hién vin minh, lich sy trong giao tiép, ing xir, trang phuc.

3. Khi phat hién c6 hanh vi vi pham phép luat phai cé trach nhi€ém thong
bdo véi co quan c6 tham quyén biét dé xur 1y.

4. Khong dugc vi pham cac chuan muc vé thuan phong my tuc noi cong
cong d€ bao dam sy van minh, tién bo cua xa hoi.

5. Khong duoc 11 dung chtic vy, quyén han mao danh dé tao thanh thé khi
tham gia cac hoat dong xa hoi.

Pi¢u 12. Ung xir v6i nhan din noi cur tra

1. Tich cyc tham gia tuyén truyén, pho bién gido duc phap luat.

2. Thuc hién quy ché dan chu co s&, tham gia sinh hoat noi cu trt, chiu su
gidm sat cda t6 chirc dang, chinh quyén, doan thé va nhan dan noi cu tra.

3. Khong dugc vi pham cac quy dinh vé dao dirc cong dan da dugc phap
luat quy dinh hoac da dugc cong dong dan cu thong nhat thyuc hién.

4. Khong can thiép trai phap ludt vao hoat dong cla cic co quan, to chic,
ca nhan noi cu tri; khong tham gia xui giuc, kich dong, bao che cac hanh vi tréi
phép luat.



Pié¢u 13. Ung xir trong gia dinh

1. Tich cyc tuyén truyén, gido duc, van dong nguoi than trong gia dinh
guong mau chap hanh nghi€m chinh chu truong, chinh sach cia bBang, phap luat
cua Nha nudc.

2. Khong dé vog (chéng), con, bd, me, anh, chi em rudt minh, bén vo (chéng)
va nguoi khac g1 dung chure vu, vi tri cong tac ctia minh dé truc loi.

3. Guong mau, tranh pho truong, 1ang phi khi to chirc cudi hoi, ma chay,
mung tho, sinh nhat, tan gia va cac vi¢c khac nham muc dich truc loi.

4. Phai tuan thu chuan muyc dao dtc gia dinh va x3 hoi, thuan phong my
tuc, truyén thong van hoa tot dep cua dan toc; khong mé tin di doan va c6 nhiing
hanh vi phan cam khi tham gia 1& hoi.

) Chuong IV
PIEU KHOAN THI HANH

Piéu 14. Xir ly vi pham

1. Viéc thuc hién Quyét dinh nay 1a mot trong nhiing can ctr dé danh gia,
xep loai chat lugng cong chirc, vién chirc, nguoi lao dong va binh xét thi dua khen
thudng.

2. Cong chuc, vién chirc, ngudi lao dong vi pham Quyét dinh nay thi tuy
theo mtrc do vi pham s€ bi xtr Iy theo quy dinh cua phép luat hién hanh.

Piéu 15. T6 chirc thue hién

1. Cong chtrc, vién chire, nguoi lao dong thudc S& Noi vu ¢o6 trach nhiém
thuc hién nghiém Quyét dinh nay.

2. Van phong S¢ c6 trach nhiém kiém tra, d6n ddc viée thuc hién Quyét
dinh, dinh ky hang nam béo cdo két qua thuc hién.

3. Trong qua trinh thuc hién c6 van dé gi vuéng mic, Vin phong SO ¢o
trach nhi€m tong hop, bdo cdo Lanh dao S¢ xem xét, di€u chinh, bd sung cho phu
hop./.
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