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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH KON TUM DPoc lap - Tw do - Hanh phuc
S6: 21/2018/QD-UBND Kon Tum, ngay 20 thang 7 nam 2018
QUYET PINH

Ban hanh Quy ché viin hoa cong sé tai cac co' quan hanh chinh,
don vi sy nghi€p cong lap trén dia ban tinh Kon Tum

UY BAN NHAN DAN TIiNH KON TUM

Can civ Ludt t6 chire chinh quyén dia phirong ngay 19 thang 6 nam 2015;

Can cu Ludt ban hanh van ban quy pham phadp ludt ngay 22 thang 6 nam
2015;

Can cu Ludt Can bg, cong chuc ngay 13 thang 11 nam 2008,

Can cuw Ludt Vién chirc ngay 15 thang 11 nam 2010;

Can cit Quyét dinh s6 129/2007/0D-TTg ngay 02 thang 8 nam 2007 ciia
Thii tuéng Chinh phii ban hanh Quy ché vin héa cong so tai cdc co quan hanh
chinh nha nuwoc;

Can cit Chi thi sé 05/2008/CT-TTg ngay 31 thdng 01 nam 2008 ciia Thii
twémg Chinh phii vé viéc ndng cao hiéu quad sir dung thoi gior lam viée cia cdn
bo, cong chure, vién churc nha nudc;

Theo dé nghi ciia Gidm doc S6 Noi vu tai To trinh s6 329/TTr-SNV ngay
15 thang 6 nam 2018.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché van hoa cong so tai
cac co quan hanh chinh, don vi su nghiép cong 1ap trén dia ban tinh Kon Tum.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay 31 thdng 7 nam 2018 va
thay thé Quyét dinh s6 525/QP-CT ngay 05 thang 12 nam 2007 ciia Chu tich Uy
ban nhan dan tinh vé viéc ban hanh Quy ché vin héa cong so tai tinh Kon Tum.

Piéu 3. Giam ddc SO Noi vy, thu trudng cac s, ban nganh, Cha tich Uy
ban nhan dan cac huyén, thanh phé, td chirc, c4 nhan co lién quan chiu trach
nhiém thi hanh Quyét dinh nay./.

™. UY BAN NHAN DAN
CHU TICH
Nguyéen Vian Hoa
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH KON TUM Poc 1ap - Tw do - Hanh phuc
QUY CHE

Vian hoa cong sé tai cac co quan hanh chinh,
don vi sw nghi€p cong lap trén dia ban tinh Kon Tum
(Ban hanh kém theo Quyét dinh so 21/2018/0D-UBND ngay 20 thang 7 ndm
2018 ciia Uy ban nhan dén tinh Kon Tum)

N Chuong 1
NHUNG QUY PINH CHUNG

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

Quy ché nay quy dinh vé trang phuc, giao tiép va timg xir ciia can bo, cong
chtrc, vién chire, ngudi lao dong lam viéc trong co quan hanh chinh nha nuéc,
don vi sy nghiép cong 1ap va ngudi hoat dong khong chuyén trach cap xi (sau
ddy goi la can bo, cong chure, vién chuc, nguoi lao dong) khi thi hanh nhiém vy,
cong vuy; cach bai tri cong s& tai cac co quan hanh chinh, don vi sy nghiép cong
1ap cua tinh.

Picu 2. Nguyén tiic thwe hién viin hoa cong sé

Thuc hién theo quy dinh tai Piéu 2 ctia Quy ché vin hda cong sé tai cac
co quan hanh chinh nha nudc ban hanh kém theo Quyét dinh sé 129/2007/QD-
TTg ngay 02 thang 8 nam 2007 ctia Thu tuéng Chinh phu.

Picu 3. Muc dich

Thuc hién theo quy dinh tai Piéu 3 cta Quy ché vin hoa cong sé tai cac
co quan hanh chinh nha nuéc ban hanh kém theo Quyét dinh sé 129/2007/QD-
TTg ngay 02 thang 8 nam 2007 ctia Thu tuéng Chinh phu.

Piéu 4. Cac hanh vi bi cAm

1. Sir dung thoi gio 1am viéc dé 1am viéc riéng (choi dién tir va cdc thiét
bi giai tri ca nhdn,...) hoac gay mat trat ty trong gio lam viéc.

2. Quang cao thuong mai, tiép thi ban hang tai cong so.

3. Hut thudce tai co quan, phong lam viéc, phong hop, hoi truong; tu tap
an, udng trong gid 1am viéc.

4. St dung chét kich thich, uéng ruou, bia hodc cac loai nudce co con trudc,
trong gio hanh chinh va thoi gian nghi trua cia cac ngay lam vi€e, ngay truc.

5. Trung bay, luu giit, phat tan hinh anh, ndi dung vin hoa pham déi truy,
tai liéu phan dong chdng Pang, Nha nudc.
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6. Ty y phat ngon, tung tin bia dat, xic pham danh dy, nhan phém cua
nguoi khac; cung cdp thong tin, tai liéu khong dung thim quyén.

7. Lam dung, c6 hanh vi quiy réi ngudi khac dudi moi hinh thire (107 ndi,
hanh dong, cw chi, tin nhan...).

8. Tham gia, t6 chuec, 161 kéo nguoi khac danh bac, choi ho, hui, 16, dé va
cac t€ nan xa hoi khac dudi moi hinh thuec.

9. Céc hanh vi bi cdm khac theo quy dinh cua phap lut.
Piéu 5. Thoi gian lam viée

Can b, cong chtrc, vién chirc str dung thoi gian lam viéc khoa hoc, hiéu
qua va chap hanh nghiém quy dinh vé thoi gian lam vige, cu thé:

1. Budi sang: Tir 07 gio dén 11 gio.
2. Budi chiéu: Tur 13 gio dén 17 gid.
Chuong 11 L .
TRANG PHUC, GIAO TIEP VA UNG XU
Muc 1
TRANG PHUC
Piéu 6. Trang phuc

1. Khi thi hanh c6ng vy, nhiém vy, can bd, cong chuc, vién chic, nguoi
lao dong phai an mac gon gang, lich su, dau toc gon gang.

a) B6i vo1 nam: Ao so mi, quan au hodc bo comple, di giay da hodc dép
cO quai hau,

b) D61 vo1 nlt: Ao so mi, quan au, vay cong so, ao dai truyén thong, di
giay hodc dép co quai hau.

Khuyén khich cac co quan, don vi thyc hién mac dong phuc cac ngay
trong tuan lam viéc.

2. B6i1 véi can bd, cong chire, vién chuc ti€p dan, lam viéc tai b phan tiép
nhdn va tra két qua theo co ché mot ctra khuyén khich c6 mau dong phuc riéng
bao dam van minh, lich su.

3. Boi1 véi nhitng nganh cé quy dinh riéng vé dong phuc thi thyc hién theo
quy dinh cta nganh.

Piéu 7. L& phuc

L& phuc cua can bd, cong chirc, vién chirc, nguoi lao dong la trang phuc
chinh thirc dugce st dung trong nhitng budi 1€, cudc hop trong thé hoac cac cude
tiep khach nude ngoai.



CONG BAOQ/SS 09+10/ Negay 30-7-2018 47

1. B6i véi nam: BO comple nam, 4o so mi, cravat, di giay da hodac dép cé
quai hau.

2. Doi voi nir: Ao dai truyén thong, bd comple nit, di gidy hodc dép co
quai hau.

3. Bo6i véi can b, cong chure, vién chic, nguoi lao dong 1a ngudi dan toc
thiéu so, trang phuc ngay hdi dan toc cling xac dinh la 1€ phuc.

Diéeu 8. Tac phong

Tu thé, cr chi nghiém tac; thai d6 niém nd, khiém ton, 1& phép, ton trong
nguoi giao tiép; st dung ngdn nglr hoa nha, khong noi tuc.

Dieu 9. Thé can b, cong chirc, vién chirc

1. Céan bg, cong churc, vién churc, nguoi lao dong phai deo thé khi thi hanh
nhiém vu cong vu.

2. Thé can bd, cong churc, vién chuc phai ¢6 tén co quan, anh, ho va tén,
chtrc danh, s6 hi€u cta can bd, cong churc, vién chirc theo quy dinh.

3. Mau thé va cach deo thé d6i v6i can bd, cong chirc, vién chire thuc hién
theo hudng dan cuia BO Noi vu.

Muyc2 ,
GIAO TIEP VA UNG XU

Piéu 10. Giao tiép va ing xir khi thi hanh cong vu, nhiém vu

1. Can bg, cong chirc, vién chirc, ngudi lao dong khi thi hanh cong vuy,
nhiém vu phai thyc hi¢n dung, dﬁy du nghia vu va nhiing viéc khong dugce lam
theo quy dinh cua phap luat.

2. Trong giao tiép va (mg xur phai c6 thai do lich sy, ton trong. Ngon ngit
giao tiép phai rd rang, mach lac; khong chiri thé, néi tiéng 16ng, quét nat; giit gin
uy tin, danh dy cho co quan, td chure, don vi va déng nghiép.

Piéu 11. Giao tiép va tng xir véi Nhan din

1. Trong giao tiép va ung xr véi Nhan dan, can bd, cong chuc, vién
chuc, nguoi lao dong phai nha nhan, van minh, lich sy, nghiém tuc. Léng nghe
Nhan dan trinh bay y kién, nguyén vong. Khong gy cang thang, buc xtc, doa
nat nguoi dan.

2. Can b0, cong chuc, vién chirc, nguoi lao dong khong duoc co thai do
hach dich, cira quyén, nhiing nhiéu, gy khé khin, phién ha, vo trach nhiém véi
Nhéan dan khi thi hanh cong vu, nhiém vu.

a) Giai quyét yéu cau, cong viéc cliia ngudi dan dang quy dinh, quy trinh;
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b) Khong sach nhiéu; goi y dua tién, nhan tién, qua biéu; khong hen gap
giai quyét cong viéc bén ngoai co quan va ngoai gio lam viéc;

c) Tra 101, giai thich, huéng dan 16 rang, cu thé vé cac quy dinh lién quan
dén giai quyét cong viéc;

d) Uu tién ho tro gidi quyét cong viée voi ngudi gia, yéu, ngudi khuyét
tat, phu nt mang thai, nguoi dau om,

d) Truong hop nhitng yéu cau cta ngudi dan khong thudc thim quyén
giai quyét ciia co quan thi can bd, cong chirc, vién chirc phai huéng dan nguoi
dan dén ding co quan c6 thAm quyén giai quyét;

e) Nghiém tc nhan 18, nhan khuyét diém, thanh khan tu phé binh, rut
kinh nghiém khi dé xay ra sai sot.

Picu 12. Giao tiép va ing xir véi dong nghiép

Trong giao tiép va ung xu voi déng nghiép, can bg, cong chuc, vién
chtrc, nguodi lao dong phai ¢6 thai do trung thuc, than thién, hop tac. Ludn ton
trong, bao vé danh du, uy tin ctia dong nghiép va gitip d& nhau hoan thanh
nhiém vu.

Picéu 13. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can bo, céng chirc, vién chirc, ngudi lao
dong phai xung tén, co quan, don vi noi cong tac; trao doi ngan gon, tap trung
vao nd1 dung cong viéc; khong ngat di¢n thoai dot ngdt trong khi dam thoai.

Piéu 14. Tham du céic cudc hop, hdi nghi

1. Can b, cong churc, vién chirc, ngudi lao dong tham du cac cudc hop,
hoi nghi phai xuyén sudt va dung thanh phan nhu gidy moi hoic thong bao cia
co quan chu tri. Truong hop khong tham du duogc thi phai truc tiép bao cao vai
chu tri cudc hop, hoi nghi d6 vé 1y do ving mat va cir ngudi khac du hop thay.

2. Trong cac cudc hop, hdi nghi, can bg, cong chuc, vién chirc, nguodi lao
dong han ché sir dung di¢n thoai di dong va phai dat di¢n thoai & ché do rung; ra
ngoai phong hop nghe di¢n thoai va trao doi ngén gon, nhé nhe, khong 1am anh
huong dén cude hop.

3. Chi sir dung mdy tinh xach tay, may tinh bang dé tra ctru vin ban, ghi
chép ndi dung cudc hop; khong st dung vao cdc muc dich khéc ciua c4 nhan ma
khong lién quan dén ndi dung cudc hop.

4. Tuy theo tinh chét, noi dung céac hdi nghi, cudc hop, chu toa phién hop
yéu cAu céc dai biéu tham dy khong st dung dién thoai di dong.
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. ChuongIIl
BAI TRI CONG SO
Piéu 15. Treo Qudc huy, Quoc ky, chan dung Chii tich H6 Chi Minh
1. Quéc ky, Qudc huy, chan dung Chu tich H6 Chi Minh phai duoc treo,
dit tai vi tri trang trong theo Hudng dan s6 3420/HD-BVHTTDL ngay 02 thang
10 ndm 2012 cta B Vin hoa, Thé thao va Du lich.

2. Khong duoc treo Quéc ky da bi bac mau, rach hodc v4; khong treo, dat
chan dung, tuong ban than cua Cha tich H6 Chi Minh va Qudc huy qua cii hoic
bi hu hong.

Picu 16. Bién tén co quan

1. Co quan, don vi phai c6 bién tén duoc dit tai céng chinh, trén dé ghi 1
tén goi day du bang tiéng Viét, dia chi va sd dién thoai ciia co quan.

2. Bién tén co quan, don vi phai dam bao theo quy dinh tai Thong tu
s6 05/2008/TT-BNV ngay 07 thang 8 nim 2008 ctua B Noi vu vé hudng dan
bién tén co quan hanh chinh nha nuéc.

3. Bdi véi nhitng nganh c¢6 quy dinh riéng vé bién tén co quan thi thuc
hién theo quy dinh cua nganh.

Piéu 17. Niém yét thong tin co quan

Céac co quan, don vi phai niém yét cong khai tai try s& va trén Trang
thong tin dién tir s6 dién thoai dé ti€ép nhén nhirng phan anh, kién nghi cua t6
chtrc ¢4 nhan vé cac quy dinh hanh chinh va nhitng van dé lién quan.

Piéu 18. Phong lam viéc

1. Viéc sap x€p, bai tri phong lam viéc phai bao dam gon gang, ngan nap,
khoa hoc, hop 1y, thuan tién cho cong viéc va dam bdo cac yéu cau vé an toan
chay no.

2. Céac co quan, don vi phai c6 ndi quy, quy ché 1am viéc nham cuy thé hoa
trach nhi€m cua tirng c& nhan, don vi trong thyc hi¢n nhi€ém vu duoc giao.

3. Phong lam viéc phai co bién tén ghi r6 tén don vi, ho va tén, chlrc danh
can bd, cong chuc, vién chuec.

4. Khdng 1ap ban tho, thip huong, khong dun, ndu trong phong lam viéc.

Piéu 19. Khu vue dé phuong tién giao thong

Céc co quan, don vi ¢6 trach nhiém bd tri khu vuc dé phuong tién giao
thong cua can bg, cong chuc, vién chuc, nguodi lao dong va ctia nguoi dén giao
dich, lam vi¢c. Khong dugc thu phi giri phuong tién giao thong cua nguoi dén
giao dich, lam viéc.
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~ Chuong IV
TO CHUC THUC HIEN
Piéu 20. Trach nhiém ciia thii trwéng cac sé, ban nganh, Chi tich Uy
ban nhin din cic huyén, thanh phd, Cha tich Uy ban nhan dan cac xa,
phwong, thi tran

1. Thu truong cac s, ban nganh, Chu tich ij ban nhan dan cac huyén,
thanh phé, Chu tich Uy ban nhan dan cac xa, phuong, thi trin c6 trach nhiém
quan triét, trién khai thyc hién nghiém Quy ché nay dén cac don vi truc thudc,
can bo, cong chirc, vién chirc, nguoi lao dong thudc quyén quan 1y.

2. Kiém tra, gidm sat, to chirc danh gid va ki€ém diém vi¢c thuc hién; dua
viéc thuc hién Quy ché nay vao tiéu chi d€ danh gia, phan loai hang nam cta can
bd, cong churc, vién chure, nguodi lao dong.

Picu 21. Trach nhiém cia Giam doc S& Noi vu

1. Chu tri, ph6i hop véi cac co quan c6 lién quan hudng dan, kiém tra,
don doc viée trién khai thuc hién Quy ché nay.

2. Trong kiém tra, néu phat hién can bo, cong churc, vién chuc, ngudi lao
d6ng vi pham thi c6 van ban phé binh, nhic nhd hoic xtr 1y, dé xuat xir Iy ddi
v6i tha trudng co quan, don vi, dia phuong truc tiép quan 1y can bd, cong chirc,
vién chtrc, nguodi lao dong.

Picu 22. Trach nhiém Sé& Thong tin va Truyén théng va cac co quan
thong tin, bao chi

1. Tuyén truyén, phd bién sdu rong Quy ché nay ti can bo, cong chir,
vién chuc, ngudi lao dong va Nhan dan trong toan tinh dé biét, ciing giam sat viéc
thuc hién & cac cép; kip thoi phat hién, ¢6 vii, dong vién nhiing tap thé va can bd,
cong chirc, vién chirc thyc hién t6t va phé binh céc tap thé, ca nhan vi pham.

2. S¢ Thong tin va Truyén thong chu tri, phdi hop cac co quan cé lién
quan t6 chire thong tin, tuyén truyén Quy ché nay.

Piéu 23. Trach nhiém ciia can b, cong chire, vién chire, ngudi lao dong

Céan b, cong chtc, vién chuc, nguoi lao dong ngoal VleC thuc hién
nghiém quy dinh phép luat, quy ché, ndi quy cua co quan, can nam viing, thyc

hién dtng, day du va van dong, giam sat, nhic nhé déng nghiép cung thuc hién
cac quy dinh ctia Quy ché nay.

Piéu 24. Khen thuéng, ky luat

1. Can b0, cong chuc, vién chic, nguoi lao dong thuc hién t6t Quy ché
nay s€ dugc xem xét biéu duong trong viéc ddnh gid, phan loai can bg, cong
churc, vién chire cudi nam.
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2. Cén b, cong chuc, vién chuc, nguoi lao dong vi pham cac quy dinh tai
Quy ché nay, tuy mirc d6 s& bi nhac nhd, phé binh cong khai trong cic co quan,
don vi. Truong hop vi pham nghi€ém trong s€ bi xem xét, danh gia, phan loai can
b, cong chirc, vién chire cudi ndm hodc xir Iy ky luat theo quy dinh cta phap luét.

3. Co quan, don vi, dia phuong nao bi S& Noi vu ¢6 van ban nhic nho,
phé binh 03 lan trong mot nam, thi trong nim d6 ngudi dimg dau co quan, don
vi, dia phuong s€ bi ha mdt muc phan loai ddnh gia can bg, cong chuc, vién
chtrc, ngudi lao dong cudi nam.

Trong qué trinh trién khai, néu c6 van dé phat sinh, cac co quan, don vi,
dia phuong phan anh vé S¢ Noi vu dé tong hop, trinh Uy ban nhan dén tinh xem
x¢€t diéu chinh cho phu hop./.

™. UY BAN NHAN DAN
CHU TICH
Nguyén Van Hoa



