UBND TINH DPAK LAK  CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Doc 1ap - Tw do - Hanh phuc

QUY TAC UNG XU, VAN HOA CONG VU
cua cong chirc, vién chire, nguoi lao dong Van phong UBND tinh Pik Lik
(Ban hanh kém theo Quyét dinh sé6 152 /0OD-VPUBND ngay ] 6thang 9 nam 2026
ciia Chanh Van phong UBND tinh ik Lik)

Chuwong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy tic ndy quy dinh muc dich, nguyén tic thue hién van hoa cong vy; tinh
than, thai do 1am viéc; chuan muyc vé dao dirc, 16i sdng, giao tiép Gmg xir; trang
phuc, 18 phuc cta cong chitrc, vién chirc, nguoi lao dong khi thuc hién nhiém vy,
cong vu va trong quan hé xa hoi; quy dinh bai tri cong so, xay dung moi truong
lam viéc van minh tai co quan, don vi thuoc Van phong UBND tinh.

Piéu 2. Poi twong ap dung

Quy tic nay ap dung ddi voi cong chirc, vién chic, ngudi lao dong thude
Van phong UBND tinh.

Piéu 3. Muc dich

1. Bao dam tinh trang nghiém va hi¢u quéa hoat dong cia cong chuc, vién
chuc, nguoi lao dong thuoc Van phong UBND tinh.

2. Néng cao vin hoa cong vu, gop phan hinh thanh phong cach tng xir, 18
161 lam viéc chuan myc cta doi ngii cong chire, vién chuc, nguoi lao dong; dam
bao tinh chuyén nghié¢p, trach nhiém, nang dong, minh bach, hi¢u qua trong hoat
dong thuc thi nhi€ém vy, cong vu; dap img yéu cau phuc vu Nhan dan va xa hoi.

3. Lam can ¢t dé cac co quan, don vi thuoc Van phong UBND tinh theo
tham quyén dugc phan cap xur 1y trdch nhiém khi cong chirc, vién chirc vi pham
cac chuan myc xu su trong thi hanh nhi€ém vy, cong vu va trong quan hé xa hdi.

Chuong I1
NHUNG VIEC CONG CHUC, VIEN CHUC, NGUOI LAO PONG
VAN PHONG UBND TINH PHAI LAM VA KHONG PUQC LAM KHI
THU'C HIEN NHIEM VU, CONG VU

Picu 4. Nhirng viéc phai 1am doi véi cong chire, vién chire, nguoi lao
dong khi thyuc hién nhiém vy, cong vu

1. Cong chtrc, vién chirc, nguoi lao dong phai trung thanh véi Nha nude
Cong hoa xa hoi chu nghia Viét Nam; bao vé danh du T6 quoc, lgi ich quoc gia,
dan tdc va uy tin co quan; ton trong va tan tuy phuc vu Nhan dan.
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2. Khi thyc hién nhiém vy, cong vu phai chp hanh cic quyét dinh cua tha
truong co quan, don vi quan 1y truc tiép. Phai sin sing nhan va nd luc hoan thanh
t6t moi nhiém vu dugc phan cong; khong keén chon vi tri cong tac; tam huyét, tan
tuy, guong mau lam tron chire trach, nhiém vu duoc glao Truong hop co quyét
dinh cta cap trén cap quan ly truc tlep thi cong chure, vién chirc phai thyc hién
theo quyet dinh cua cap co tham quyén cao nhat, dong thoi ¢o trach nhiém bao
céo két qua voi cap quan 1y truc tiép cua minh vé viée thuc hién quyét dinh d6
(trir nhitng van dé quy dinh bi mat).

3. Khi thyc hién quyét dinh cua cac cip c6 tham quyén néu phat hién thay
quyét dinh d6 trai phap luét hodc khong phu hop voi thuc tién phai bao cao ngay
vO1 nguoi ra quyet dinh. Trong truong hop van phai chép hanh quyét dinh thi phai
bdo cao Ién cap trén truc tlep clia ngudi ra quyét dinh va khong phai chiu hiu qua
gay ra do viéc thuc hién quyét dinh do.

4. Khi duoc giao giai quyét cong viée ma tiép xuc truc tiép hoic bang van
ban hanh chinh hoac qua cac phuong tién thong tin (dién thoai, thu tin, qua mang
internet...) voi to chirc va cong déan thi phai bao dam thong tin trao d6i ding ndi
dung cong viéc ma t6 chirc va cong dan can huéng dan, tra 1i; phai ton trong,
ling nghe, tan tinh huong dan vé quy trinh xur 1y cong viéc va gidi thich ciin ké
nhimg thac mac cua to chire va cong dan. Thuc hién “4 xin, 4 ludn”: xin chio, xin
161, xin cam on, xin phép; lubn mim cudi, luon nhe nhang, ludn lang nghe, luén
gitp do.

5. Cong chire, vién chiic ¢6 trach nhiém hudng dan cong khai cho t6 chic,
cong dan quy trinh thuc hién di duoc cAp c6 tham quyén phé duyét bao dam céc
yéu cau cua to chirc va cong dan duoc giai quyét dung quy dinh cta phap luat,
ding thoi gian quy dinh. Trudong hop cong viée bi kéo dai qua thoi gian quy dinh,
cong chirc, vién chirc, ngudi lao ddng co trach nhiém bao céo ngudi ding dau co
quan, don vi, to chitc bang vin ban néu rd 1y do qua han, thoi gian dé nghi gia han
thuce hién nhiém vu, ddng thoi thong bao céng khai cho t6 chirc va cong dan cé
yéu cau biét r5 1y do.

6. Khi lam vi€c tai try s6 co quan, don vi phai mac trang phuc gon gang,
lich sy, deo thé cong chirc theo ding quy dinh; chap hanh gio gidc, ky luat lao
dong, noi quy, quy ché cia co quan, don vi; sir dung hiéu qua thoi gio lam viéc,
khong str dung gio hanh chinh dé 1am viéc riéng; khong gay 6n 0, c6 hanh vi
thiéu van hoa noi cong so; giir uy tin, danh du cho co quan, don vi, 1anh dao va
dong nghiép.

7. Trong giao tiép, mg xr v6i ddng nghiép, cong chirc, vién chirc phai trung
thuc, than thién, hoa nha, chan thanh, doan két, hop tac, ton trong va gitp do nhau
dé hoan thanh nhi€ém vu cua minh va cua co quan, don vi.

8. Cong chirc, vién chirc, ngudi lao dong chap hanh nghiém cac quy dinh
vé viéc phai lam va khong dugc lam khi thi hanh nhiém vy, cong vu theo quy dinh
cua Luat Can b9, cong chure, Luat Vién chiic va cac quy dinh ctia phép ludt c6 lién
quan.
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Piéu 5. Nhirng viéc khong dwoc 1am ddi véi cong chire, vien chire, nguoi
lao dong khi thuc hién nhiém vu, cong vu

1. Khong dugc vi pham hodc lam trai nhitng quy dinh tai Diéu 4 Quy tac
ung XU nay.

2. Khong duogc héi 16, nhan héi 16 hodc goi ¥ hdi 16 dudi moi hinh thirc;
khong dugc gay kho khan, phién ha, voi vinh, kéo dai thoi gian xu ly cong viée
clia co quan, to chirc va ngudi dan; khong tho o, vo cam thiéu trach nhiém trudc
nhirg kho khin, bic xtc cia ngudi dan; khéng duge mao danh dé giai quyét
cong vi¢c; khong loi dung danh nghia co quan; khong mugn danh thu trudng co
quan, don vi giai quyét cong viéc cia ca nhan.

3. Khong lam mat, hu hong hodc lam sai 1éch ho so, tai liéu lién quan dén
yéu cau ctia to chirc va cong dan khi duoc giao nhiém vu giai quyét; phai tuan thu
ky luat phat ngoén, khong str dung mang xa hoi dé khai thac, tuyén truyén cic
thong tin chua dugc kiém ching, phlen dién, mot chiéu anh hudéng dén hoat dong
cong vu.

4. Khong duogc lam 16 bi mat Nha nudce, bi mat cong tac va bi mat ndi dung
cung ho tén nguoi viét don thu khiéu nai, td cdo theo quy dinh cua phép luat.

5. Khong duoc tir chdi cac yéu cau dung phap luat cta co quan, don vi, ca
nhan guri dé giai quyét phu hgp véi chtre trach, nhiém vu dugc giao.

6. Khi thyc hién nhiém vy, cong vu khong dugc co6 tinh kéo dai thoi gian
hodc tir cho1 phoi hgp cua cong chire, vién chure trong co quan, don vi minh hodc
co quan, don vi, t0 chirc khéac va cong dan cé lién quan.

7. Khi nhan phéan anh ctia td chirc, cong d@n vé viéc minh thue hiép nhiém
vu khong dung quy dinh cta phap luat phai khan truong sira chita, khac phuc,
khong duoc che dau, bung bit hodc 1am sai I¢ch nd1 dung phan anh.

8. Chép hanh nghiém cac quy dinh tai Luat Can b0, cong churc, Luat Vién
chtrc vé nhirng viéc cong chuc, vién chic khong duoc 1am. Nhimng quy dinh
khong duoc lam cta phap luat vé phong, chong tham nhiing, 1ang phi, tiéu cuc
va cac quy dinh khac ctia phép luat c¢6 lién quan.

Chuong 111
NHUNG VIEC CONG CHUGC, VIEN CHUC, NGUOI LAO PONG
VAN PHONG UBND TINH PHAI LAM VA KHONG PUQC LAM
TRONG QUAN HE XA HOQI

Piéu 6. Nhirng viéc cong chire, vién chirc, ngwdi lao dong phai lam & khu
dan cw
1. Chap hanh nghiém tic cac quy dinh ctia phap luat va quy dinh sinh hoat
¢ khu dan cu.
2. Phai guong mau Qhép,hémh phap luat va ndi quy hoat dong & khu dén cu;
tham gia tuyén truyén, pho bién, gido duc phap luat; huéng rng phong trao toan
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dan doan két, xdy dung gia dinh vian héa, gop phan on dinh trat ty xa hoi & cong
dong dan cu.

3. Tuyén truyén, van dong gia dinh va cong dong dan cu thuc hi¢n dling
chinh sach vé dan so va ké hoach hoa gia dinh cua Nha nudc; phong chong bénh
tat, t€ nan xa hoi; bao vé strc khoe, bdo v¢é moi trudong noi cong cong.

Piéu 7. Nhirng viéc cong chirc, vién chire, ngudi lao dong khong duoc
lam trong quan hé xa hoi

1. Khong lg1 dung chirc vu, quyén han, hoac mao danh dé tao thanh thé khi
tham gia cac hoat dong trong xa hdi, tham gia cac hoi, to6 chirc phi Chinh phu.

2. Khong str dung tai san, phuong tién cong hodc ngan sach nha nude cho
cac hoat dong xa hoi ma minh tham gia v&i tu cach ca nhan.

3. Khong t6 chirc, tham gia danh bac hodc to chirc cac hoat dong trai phap
luat vi muc dich vu loi.

4. Khong tham gia, xti giuc, kich dong hoac bao che cac hanh vi trai phap
luat cua ngudi khéc.

5. Khong dang tai 1én mang xa hoi nhiing ndi dung vi pham phap luét, cac
thong tin xtic pham danh dy, nhan pham anh hudng dén quyén va loi ich hop phap
clia cac t6 chirc, ca nhan khac; sir dung ngdn ngir phan cam, vi pham thuan phong
my tuc; tung tin gid, tin sai sy that gy buc xic trong du luan xa hoi, anh hudéng
dén trat tu an toan xa hoi.

Piéu 8. Nhirng viéc cong chirc, vién chirc, ngudi lao dong khong dwoe
lam & noi cong cong
1. Khong vi pham cac ndi quy, quy tic O noi cong cong; khong dugce vi

pham cac chuan muc vé thuan phong my tuc, ban sic van hoa dan toc Viét Nam
noi cong cong.

2. Khong vi pham céc quy dinh vé dao dirc cong dan, nép song van hoa da
duogc phap luat quy dinh hoic d3 dugc cong dong dan cu thdng nhét thyc hién.

] . A Chg’(mg IY ) .
TRACH NHIEM CUA CQNG CHUC, VIEN C}-IUC, NGUOI LAO DONG
VAN PHONG UBND TINH

Piéu 9. Trach nhiém ciia cong chirc, vién chirc, nguwoi lao dong thudc
Van phong UBND tinh

1. C6 trach nhiém thyc hién day du, dung cac quy dinh tai Quy tic tng xtr ndy.

2. Co trach nhiém van dong cong chure, vién chuc, nguoi lao dong khac
thue hién ding cac quy dinh tai Quy tic ing xu nay; phat hién va bao cao kip thoi

cho cac phong, don vi va cip c6 tham quyén vé nhitng vi pham Quy tic nay cta
cong churc, vién chuc, nguoi lao dong trong co quan, don vi.

3. Vige thyc hién Quy tac tng xir duoc 1ong ghép vao ndi dung danh gia,
kiém diém cong tac cudi ndm cua tirng cong chire, vién chirc va nguoi lao dong.
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Piéu 10. Trach nhiém nguoi dirng diu va cap phé ngwoi ding dau co
quan, don vi truc tiep quan ly va sir dung cong chirc, vién chirc, ngudi lao
dong

1. Chi dao thyc hién niém yét cong khai Quy tic ndy tai tru s¢ lam viéc ctia
cac phong, don vi thugc Van phong UBND tinh.

2. Kiém tra, giam sat viéc thuc hién Quy tac nay doi voi cong chire, vién
chtrc, nguodi lao dong thudc tham quyén quan 1y.

3. Dé xut cap trén xtr Iy hodc xir Iy theo thAm quyén cac hanh vi vi pham Quy
tac nay doi vai cong chure, vién chure, nguoi lao dong thudc tham quyén quan ly.

_ Chuong V
XU LY VI PHAM

,Diéu 11. Cong chuc, vién chire, nguoi lao dong cua Van phong UBND
tinh néu vi pham cac quy dinh tai Quy tac nay thi tiy theo murc d0 vi pham s¢€ bi
xur 1y trach nhiém theo quy dinh cua phép luat.

Picu 12. Khi cong chuc, vién chirc, nguoi lao dong vi pham cac quy dinh
tai Quy tac nay thi tuy theo mic do vi pham, ngudi dung dau va cap pho ngudi
dung dau co quan, don vi truc tiép quan 1y, sir dung cong chire, vién chic, nguoi
lao dong do sé bi li€n doi trach nhiém theo quy dinh cua phap luat.

) Chuong VI
TO CHUC THUC HIEN

Piéu 13. Trach nhiém ciia cac phong, don vi thudc Vin phong UBND tinh

1. Thu trudéng cac phong, don vi thuoc Van phong UBND tinh c6 trach
nhiém pho bién Quy tac nay dén toan thé cong chuc, vién chirc, nguoi lao dong
cua phong, don vi minh va chi dao t6 chuc thuc hién nghi€ém tac.

2. Thuong xuyén theo doi, dinh ky danh gia rat kinh nghiém va kip thoi
bao cao Chanh Van phong UBND tinh két qua thyc hién (qua phong Hanh chinh
— Quan tri) trong bdo cdo thang, so két 6 thang, tong két ndm ctia phong, co quan,
don vi.

Pi¢u 14. Trach nhiém cac don vi tham muwu giip Chanh Vin phong
UBND tinh

1. Phong Hanh chinh — Quan tri ¢6 trach nhiém giip Chanh Van phong
UBND tinh thyc hién kiém tra, d6n déc, giam sat thuc hién Quy tac nay tai cac
phong, don vi thudc Van phong UBND tinh.

2. Pinh ky hang thang, 6 thang va tong két nim, phong Hanh chinh — Quan
tri co trach nhiém téng hop, bdo cdo Chanh Van phong UBND tinh tinh hinh, két
qua thyc hién Quy tic Gmg xu cia cong chirc, vién chic, ngudi lao dong thude
Van phong UBND tinh./.
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