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UBND TINH NINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM
BAN DAN TQC Poc 1ap -Tw do - Hanh phiic

QUY CHE
Vin héa cong vu cia cong chirc va nguoi lao dong
Ban Dan t¢c tinh Ninh Thuan
(Ban hanh kém theo Quyét dinh s6 18/QP-BDT ngay 06 thdng 9 nam 2023
cua Truong Ban Ddn toc tinh Ninh Thudn)

Chuwong I
QUY DINH CHUNG

Pi¢u 1. Pham vi diéu chinh

Quy ché van héa cong vu nay ap dung cho cong chirc va ngudi lao dong
dang cong tac tai co quan Ban Dan tdc Ninh Thuan.

Piéu 2. Pdi twong ap dung

DPoi tuong thuc hién Quy ché van hoa cong vy la CC va nguoi lao dong.
Khi thi hanh nhiém vu, cong vu CC phai thuc hién déy du va dung cac quy dinh
vé nghia vu cua can bg, cong chirc dugc quy dinh tai Piéu 8, Piéu 9, Piéu 10
Luat Can bd, cong chic. Thuc hién van hoéa cong vu theo Quyét dinh sb
1847/QD-TTg ngay 27/12/2018 cta Thi tudng Chinh phil vé viéc phé duyét Bé
an Van hoa cong vu.

Piéu 3. Noi dung viin héa cong vu

1. Doi véi ban thén;

2. Dbi véi t6 chire, ca nhan;

3. D6i véi cp trén, cap dudi, dong nghiép;

4. Trong hoi1 hop, sinh hoat; trong goi, nghe di¢n thoai;

5. Pbi voi nguoi than trong gia dinh;

6. Pbi v&i Nhan dan noi cu tru;

7. Ung xr & noi cong cong, dong ngudi.

Piéu 4. Cac hanh vi bj cAm

1. Hut thude 14 trong co quan, noi lam viée cong cong, dong ngudi.

2. Udng ruou, bia, 46 udng c6 codn trong gid lam viée, gio nghi trua cua
ngay lam vi€c, ngay truc co quan.

3. Cac hanh vi gay phién ha, sach nhidu; nhan céc loi ich bt hop phép tir

cac to churc, ca nhan.

4. Panh bac dudi moi hinh thirc, tham gia cac t¢ nan xa hdi, cac hoat
dong giai tri khong lanh manh.
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Chwong I1 )
QUY DINH CU THE

Diéu 5. D6i v6i ban than

1. Nam vitng cac quy dinh ciia DPang va phap luat hién hanh, théng thao
nghi¢p vy, ban linh viing vang, dong co trong sang, hoan thanh to6t nhi€ém vu
duoc giao.

2. Chép hanh nghiém phép luat cua Nha nudc, ky luat, ky cuong hanh
chinh. Tuan tha chuan muc dao dic gia dinh va xa hoi. Khong: di lam muon, vé
som, lam viéc riéng. St dung c6 hi€u qua thoi gio lam viéc.

3. Khdng kén chon cong viéc, vi tri viéc lam. Sap xép, bd tri phong, vi tri
ngdi lam viéc mot cach khoa hoc, gon gang, ngan nap.

4. CC dén co quan 1am viéc phai deo thé cong chirc, trang phuc gon gang
phu hop véi van hda cong so.

5. Pi dung véi tu thé chitng chac, khong gay tiéng dong 16n.

6. Phai tuan thi ky lut phat ngon; chiu trach nhiém c4 nhan vé ndi dung
phat ngdn cua minh. Phat ngén khiém nhuong, tir ton, khdng gay on ao.

7. Hét gio 1am viéc, trude khi ra vé phai kiém tra, tat hét cac thiét bi dién,
khoa ctra can than, bao dam an toan co quan. Thuc hanh tiét kiém, chong lang
phi; xay dung co quan xanh-sach-dep.

8. Trau doi, nang cao dao duc cong vu, dao dirc nghé nghiép.

Diéu 6. D6i véi cdc to chire, ca nhan

1. CC khi tiép xuc giai quyét cong viéc vai to chirc, ca nhan phai thé hién
thai d6 hoa nha, an can, nhiét tinh, lich sy. Khong gy kho khan, phlen ha.
Khong to tleng, khong hach dich hodc c6 thai do cdc can; khong gay cang thang,
birc xtic dbi véi td chuc, ca nhan.

2. Cong tam, tan tuy khi thi hanh cong vu.

3. Giai quyét cong viéc nhanh, gon, hiéu qua.

4. Quan tam, chia sé va thdo g& nhitng khé khin, vudng mic cia cac to
chure, ca nhan.

5. Ton trong, lang nghe va tiép thu y kién dong goép cua céc to chirc, ca
nhan.

Picu 7. Pdi voi cap trén, cAp dudi, dong nghiép

1. Ung xir v6i cap trén:

- Chép hanh nghiém tac cac quyét dinh, chi dao cua cap trén c6 tham
quyen Thyc hién dung chirc trach, nhiém vy, quyén han theo quy dinh, khéng
dun day nhiém vy; chiu trach nhiém vé nhiém vu duogc giao. Trong qua trinh

thuc hién néu p~hat hién quyet dinh, chi dao do trai voi pha}p luat hodc khong phu
hop v&i thuce tién thi phai bdo cao ngay vai nguoi ra quyét dinh, chi dao. Trong
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truong hop van phai chap hanh quyét dinh, chi dao thi phai bao céo 1én cip trén
tryc tiép cta nguoi ra quyét dinh, chi dao.

- Trung thuc, trach nhiém, thang than trong bao céo, dé xuét, tham gia
dong gop v kién véi cap trén, bao vé uy tin, danh du cho cip trén. Khong duoc
lo1 dung viéc gbp y, phé binh hodac don thu ndc danh, mao danh lam ton hai uy
tin cua cap trén.

2. Ung x1r v6i cap dudi:
- Hudng dan cap dudi trién khai thyc hién tot nhiém vu duoc giao. Pon

déc, kiém tra, giam sat, danh gia viéc chap hanh ky luat, ky cwong hanh chinh,
viéc thuc hién nhi¢ém vu chuyén mon.

- Guong mau cho cép duoi hoc tap, noi theo vé moi mit. Ton trong, léng
nghe y kién ctia cap dudi. Nam bat kip thoi tu tudng, tim tu, nguyén vong, hoan
canh cua cap dudi; chan thanh, dong vién, thong cam, chia s¢ kho khan, vuong
mac trong cong viéc va trong cudc séng cua cap dudi.

- Nguoi dimg dau chiu trach nhiém hoan toan vé linh vuc duoc phan cong
phu trach.

- Cong tam, khach quan trong danh gia cap dudi.

- Khéng ctra quyén, hach dich, quan liéu, tru dap, xa ro1 cap duoi.

3. Ung xtr v6i déng nghiép:

- Xem d6ng nghiép nhu nguoi than trong gia dinh minh; quan tam, chia
s¢ kho khan trong cong tac va cudc song.

- Khiém tbn, ton trong, chan thanh, bdo v¢ uy tin, danh du cua déng
nghiép.

- Ludn c6 thai do cau thi, thang than, chan thanh tham gia gop ¥ xy dung
trong cong vi¢c, cudc song.

- Khong bé phéi, gy mat doan két ndi bo cia co quan, don vi.

- Hop tac, gitip d& nhau hoan thanh t6t nhiém vu dugc giao.

Piéu 8. Ung xir trong hoi hop, sinh hoat tip thé; trong giao tiép qua
dién thoai

1. Ung xir trong hoi hop, sinh hoat tap thé:

- Phai ndm duogc ndi dung, chu dé cudc hop, hoi thao, hoi nghi; chu dong
chuan bi tai liu vay kién phat biéu. C6 mit trude gi0 quy dinh it nhit 05 phut
dé 6n dinh chd ng01 va tuan thu quy dinh cua Ban T chirc diéu hanh cudc hop,
hoi nghi, héi thao.

- Trong khi hop: Tat dién thoai di dong hodc dé ¢ ché do im ling, khdng
lam anh huong dén nguoi khac. Giir trat ty, tip trung theo ddi, nghe, ghi chép
cac ndi dung can thiét; khong noi chuyén va lam viéc riéng; khong tu y bo vé
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trude khi két thuc cudc hop; khong ra, vao, di lai tiy tién trong phong hop. Phat
biéu y kién theo diéu hanh cua Chu toa hodc Ban T6 chue.

2. Ung xir trong giao tiép dién thoai:

- St dung tiét ki€m, chi st dung dién thoai co quan vao ding muc dich
cong viéc chung cua co quan, don vi, khong str dung vao vi¢c riéng.

- Khi goi: Phai chuan bi trudc noi dung can trao ddi (ngdn gon, rd rang,
cu thé). Khi dau day bén kia c6 ngudi nhic may thi c6 10i chao hoi, xung tén,
chtrc danh, bo phan lam viéc cia minh va dé nghi dugc gip nguoi can gap. Trao
d6i noi dung day du, rd rang, cu thé. Am luong vira du nghe, noi nang tur ton, rd
rang, xung hd phu hop vé6i ddi tugng nghe, khong néi qua to, thiéu té nhi gay
kho chiu cho nguoi nghe va déng nghiép trong phong 1am viéc. C6 1o cam on,
161 chao trudce khi két thiic cude goi.

- Khi nghe: Can ¢co 101 chao hoi, xung tén, chic danh, bo phén lam viée
ctia minh. Néu nguoi goi can £ap dich danh minh thi trao doi, tra 101 1 rang, cu
thé timg nodi dung theo yéu cau cua nguoi goi. Am luong, xung ho nhu khi goi
dién thoai di. Néu ngudi goi can gip nguoi khic hodc ndi dung khong thude
trach nhiém cua minh thi chuyén dién thoai hodc hudng dan nguoi goi lién hé
dén dung nguoi, dia chi can gap. C6 10i chao trude khi két thuc dién thoai.

Picu 9. Pdi v6i nguoi than trong gia dinh

- Co trach nhiém giao duc, thuyét phuc, van dong ngudi than trong gia
dinh chap hanh nghiém duong 161, chu truong ciia Pang, phap luat cua Nha
nudc.

- Thyc hién t6t doi séng vin hoa & noi cu tri; xay dung gia dinh vin hoa,
hanh phtc, hoa thuan.

- Khéng dé nguoi than trong gia dinh loi dung vi tri cong tac clia minh dé
lam trai quy dinh. Khong dugc t6 chirc cudi hoi, ma chay, mung tho, sinh nhat,
tan gia va cac viéc khac xa hoa, lang phi hoac dé vu loi.

Diéu 10. D6i véi Nhan dan noi cu tri
Guong mau thuc hién va van dong Nhéan dan thuc hién tét chi truong,

duong 16i cta bang, phap luat cua Nha nuoc, quy dinh cua dia phuong. Chiu sy
giam sat cua to chirc Pang, chinh quyén, doan thé va Nhan dan noi cu tru.

Pi¢u 11. Ung xir noi cong cong, dong nguoi

1. Thyc hién nép song van héa, quy tic, quy dinh noi cong cong. Giup dg,
nhuong chd cho ngudi gia, tré em, phu nit, ngudi tan tat khi 1én, xudng tau, xe,
khi qua duong.

2. Gilr gin trat ty xa hoi va v¢ sinh, mdi truong noi cong cong; kip thoi
thong bao cho co quan, to chirc, don vi c6 tham quyén cac thong tin vé cac hanh
vi vi pham phéap luat.

3. Khong c6 hanh vi hodc lam nhitng viéc trai voi thuan phong my tuc,
dao duc xa hoi.



Chuwong III
PIEU KHOAN THI HANH

Piéu 12. T6 chirc thue hién

1. Van phong c6 trach nhiém trién khai thuc hién Quy ché nay. Thuong
xuyén d@l:l doc, kiém tra, bado cdo ket qua thuc hién trong cac cudc hop giao ban
dinh ky hang thang.

2. Trudng cac phong thude Ban co trach nhiém pho bién, quan triét, trién
khai thyc hién Quy ché nay va chiu trach nhiém véi tu cach 1a nguoi dung dau
don vi.

3. K&t qua thyc hién Quy ché nay la mot trong nhiing tiéu chi dénh gia ket
qua thuc hién nhiém vy hang thang, quy, nam cia phong va CC.

Picu 13. Truong cac Phong thugc Ban, CC va ngudi lao dong co quan
can ctr Quy ché thuc hién.

Trong qué trinh thuc hién, néu c6 kho khan, vudng méic hodc do yéu cau
nhiém vy, Trudng cic phong thudc Ban kip thoi phan anh vé Van phong dé tong
hop trinh Lanh dao Ban xem xét stra 61, bo sung kip thoi, phu hop véi tinh hinh
thyc té./.
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