UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA NINH GIANG Doc 1ap — Tw do — Hanh phlc
S6: 254/QD-UBND Ninh Giang, ngay 30 thang 01 nam 2026
QUYET PINH

Ve viéc ban hanh Quy ché Van héa cong sé va quy tac wrng xir cia can bo,
cong chire, vién chirc thugoc UBND x4 Ninh Giang

UY BAN NHAN DAN XA NINH GIANG
Can cir Ludt Té chire Chinh quyén dia phiong ngay 16 thing 6 ndm 2025;
Can ciwr Ludt can by, cong chirc ngay 24 thang 6 nam 2025; Can cw Luat
Vién chire ngay 15 thang 11 nam 2010;
Can cir Quyét dinh so 129/2007/QD-TTg ngay 02/8/2007 ciia Thii twéng Chinh
phit ban hanh Quy ché van hba cong s¢ tai Cac co quan hanh chinh nha mieée;

Can cir Quyét dinh so 03/2007/0D-BNV ngay 26/02/2007 ciia Bé Néi vu vé
viéc ban hanh Quy tdc g xit ciia cdn bd, cong chire, vién chirc lam viéc trong
bé may chinh quyén dia phwong;

Theo dé nghi ciia Truéng phong Vin héa - Xa hdi xa tai To trinh s6 27/TTr-

VHXH ngay 30/01/2026.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché Vin héa cong so va quy
tac ung XU cua can bg, cong chuc, vién chirc thugc UBND x3 Ninh Giang.

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

Piéu 3. Chanh Vin phong Hoi dong nhan dan va Uy ban nhan dan xi;
Truong Phong Van hoa - Xa hoi xa; Thu truong cac co quan, don vi c6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay ./.
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- Céac phong, ban don vi thue xa;
- Cong thdng tin dién tir X&;
- Luu: VT.

Nguyén Thi Hué
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

QUY CHE
Viin héa cong sé va quy tic ing xir ciia can bd, cong chikc,
vién chirc thugoc UBND xa Ninh Giang
(Ban hanh kém theo Quyét dinh s6 254/QD-UBND ngay 30/1/2026 ciia UBND xd Ninh Giang)

Chwong |
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi diéu chinh va déi twong ap dung

Quy ché nay quy dinh vé trang phuc, giao tiép, tng xir cia can bd, cong
churc, vién chire, nguoi lao dong lam viéc theo ché do hop dong trong co quan
hanh chinh nha nudc, don vi su nghi¢p cong lap va nguoi hoat dong khong chuyén
trach (sau day goi la can bg, cong chtrc, vién chirc, ngudi lao dong) khi thi hanh
nhiém vu, cong vu; cach bai tri cong sd tai cdc co quan hanh chinh, don vi su
nghiép cong lap cua xa.

Picu 2. Nguyén tic thwe hién vin hod cong sé

Viéc thuc hién van hod cong so tuan thi cac nguyén tic sau day:

1. Bao dam tinh trang nghiém va hiéu qua hoat dong cia UBND xa.

2. Phu hop vo1 muc ti€u xay dung doi ngii cong chirc ngay cang chuyén
nghiép, dap trng yéu cau d6i mai can ban toan dién van hoa cong sé va chu truong
hién dai hoa nén hanh chinh nha nudc.

3. Phu hop véi truyén thong, ban sic vin héa dan toc va diéu kién kinh t& - x& hoi
cua diaphuong, cua coquan.

Piéu 3. Muc dich

1. Bao dam tinh trang nghiém va hiéu qua hoat dong cua cac co quan hanh
chinh nha nudc;

2. Xay dung phong cach tng xir chudn myc cta can bd, cong chirc, vién
chure trong hoat dong cong vu, hudng té1 muc tiéu xay dung doi ngii can bg, cong
chtrc, vién chirc ¢c6 pham chat dao duc tot, hoan thanh xuat sac nhiém vu duoc
giao.

Piéu 4. Nhirng hanh vi bi cim

1. Sir dung chat kich thich, uéng ruou, bia hodc cac loai nudc ¢6 con trong
g10 hanh chinh, vao thoi gian nghi trua cia cic ngay lam viéc trong tuan va khi
di€u khién phuong tién tham gia giao thong. Tham gia, t6 chirc, 161 kéo nguoi
khac danh bac va cac t€ nan xa hoi khac dudi moi hinh thurc.
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2. Quang co thuong mai, tiép thi ban hang tai céng sg.

3. Lam viéc riéng, gay mat trat tu trong giodr 1am viée.

4. Hit thude 14 tai co quan, phong 1am viée; tu tap an, udng trong gio 1am viéc.

5. Choi dién tir va cac thiét bi giai tri ca nhan trong gid 1am viéc.

6. Trung bay, luu gitr, phat tan hinh anh, n6i dung van hoa pham dbi truy,
tai liéu phan dong chong Pang, Nha nudc.

7. Phat tan, tung tin bia dit, x(c pham danh dy, nhan phim nguoi khéc.

8. Tu'y phat ngdn, cung cp thdng tin, tai liéu khdng dung tham quyén.

9. Lam dung, c6 hanh vi quiy roi nguoi khac dudi moi hinh thirc (161 noi,
hanh dong, cur chi, tin nhan...)

10. Tham gia, t6 chure, 161 kéo nguoi khac danh bac va céac t¢ nan xa hoi
khac dud1 moi hinh thirc.

11. Céc hanh vi bi cdm khéc theo quy dinh cua phap luat.

Chuwong |1

TRANG PHUC, GIAO TIEP VA UNG XU
CUA CAN BQ, CONG CHU'C VA VIEN CHUC

Muc 1
TRANG PHUC CUA CAN BQ, CONG CHUC, VIEN CHUC
Piéu 5. Trang phuc

Khi thyc hién nhiém vu can by, cong chirc, Vién chirc phai an mac gon
gang, lich sy; trang phuc phai phu hop vai tinh chat cong viéc va thuan phong,
my tuc cua dan toc. D61 voi cac nganh c6 trang phuc riéng thi phai thuc hién theo
quy dinh ctaa nganh.

1. Trang phuc ctia nam: Ao so mi, quﬁn au hoac bo comple; di gidy hoac
dép c6 quai hau;

2. Trang phuc cua nir: Ao so mi, quan au, bg veston nit, vay cong s& (chicu
dai vay to1 thi€u phai ngang dau go61) hodc 4o dai truyén thong; di giay hoac dép
cO quai hau.

Diéu 6. L& Phuc

L& phuc cua can bo, cong chic, vién ch e, ngudi lao dong la trang
phuc chinh thirc duoc sir dung trong nhitng budi 1€, cudc hop trong thé.

1. L& phuc ctia nam: Bo comple, 40 so mi, canavat.

2. L& phyc cua nit: Ao dai truyén thf)ng hodc bo comple ntr. Lanh dao
UBND xa quyétdinh viéc strdung trang phuc, 1€ phuc trong motsotruong hopcu thé.

Piéu 7. Thé can b, cong chire, vién chirc

1. Cén bg, cong churc, vién chure, ngudi lao dong phai deo thé khi thuc hién
nhiém vu cong vu.
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2. Thé can bd, cong chﬁ:c, vién chure, nguoi lao dong phai co tén co quan,
anh, ho va tén, chirc danh, s6 hi€u cua can bd, cong churc, vién chuc, nguoi lao
dong theo quy dinh.

3. Mau thé va cach deo thé dbi véi can bo, cong chuc, vién chire, nguodi lao
dong thuc hién theo huéng dan cua B§ No1 vu.

Muc 2
GIAO TIEP VA UNG XU
CUA CAN BQ, CONG CHUC, VIEN CHUC

Piéu 8. Giao tiép va rng xir

1. Can bo, cong chirc, Viép chtrc, nguoi lao dong khi thi hanh cong wvu,
nhiém vy phai thyc hién dung, day du nghia vy va nhiing viéc khong dugc lam
theo quy dinh cua phap luat.

2. Trong giao tiép va ing xir phai c6 thai do lich su, ton trong. Ngon ngir
giao tiép phai rd rang, mach lac; khong churi thé, noi tiéng 16ng, quét nat; giir gin
uy tin, danh dy cho co quan, t6 chiic, don vi va ddng nghiép.

Picu 9. Giao tiép va irng xir véi nhan dan

1. Trong giao tiép va tng xtr véi nhan dan, can bo, cong chire, vién chirc,
nguoi lao dong phai nha nhdn, van minh, lich sy, nghiém tac. Lang nghe nhan dan
trinh bay ¥ kién, nguyén vong. Khong giy cing thang, birc xuc, doa nat ngudi
dan.

2. Can b9, cong chure, vién chirc, nguoi lao dong khong dugc co thai do
hach dich, ctra quyén, nhiing nhiéu, gay kho6 khan, phién ha, vo trach nhiém véi
Nhan dan khi thi hanh ¢6ng vu, nhiém vu.

a) Giai quyét yéu cau, cong viéc cia ngudi dan dung quy dinh, quy trinh.

b) Khong sach nhidu; goi y dua tién, nhan tién, qua biéu; khong hen gip
giai quyét cong viéc bén ngoai co quan va ngoai gio lam viéc.

c) Tra loi, giai thich, huong dan 1 rang, cu thé vé cac quy dinh lién quan
dén giai quyét cong viéc.

d) Uu tién hd tro giai quyét cong viée véi ngudi gia, yéu, nguoi khuyét tat,
phu nit mang thai, nguoi dau 6m.

e) Truong hop nhitng yéu cau cua ngudi dan khdng thudc thim quyén giai
quyét cua co quan thi can bg, cong chure, vién chure phai hudng dan nguoi dan dén
ding co quan c6 tham quyén giai quyét.

) Nghiém tic nhan 18i, nhan khuyét diém, thanh khan tu phé binh, rat kinh
nghiém khi dé xay ra sai sot.

Piéu 10. Giao tiép va kng xir véi dong nghiép
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Trong giao tiép va tng xur voi ddng nghiép, can bd, cong chirc, vién chic,
nguoi lao dong phai co6 thai do trung thuc, than thi¢n, hop tdc. Ludn ton trong, bao
vé€ danh du, uy tin cia dong nghi¢p va giup do nhau hoan thanh nhi¢m vu.

Piéu 11. Giao tiép qua dién thoai

Khi giao tiép qua dién thoai, can bd, cong chic, vién chire, nguoi lao dong
phai xung tén, co quan, dorn Vi noi cong tac; trao d6i ngan gon, tap trung vao ndi
dung cong viéc; khong ngat dién thoai dot ngot trong khi dam thoai.

Piéu 12. Tham dw c4c cudc hop, hdi nghi

1. Can b, c(),ng chure, vién chl'rc,‘ngu’(‘ri laq dong tham du cac cudc hop, hoi
nghi phai xuyén su6t va diung thanh phan nhu giay moi, gidy triéu tap hodc thong
bao cta co quan chu tri t6 chirc cudc hop, hoi nghi. Truong hop khong tham du
duoc thi phai tryc tiép bao cao voi nguoi chu tri cude hop, hoi nghi do ve ly do
vang mat va cu ngudi khac du hop thay.

2. Trong cac cudc hop, hoi nghi, can by, cong chirc, vién ChI’I’C, nguoi lao
dong han ché st dung di¢n thoai di dong Ve‘g phéi, dat dién thoai & ché do rung; ra
ngoai phong hop nghe dién thoai va trao d6i ngan gon, nho nhe, khong lam anh
huong dén cudc hop.

3. Chi sir dung may tinh xach tay, may tinh bang dé tra ctru van ban, ghi
chep noi dung cudc hop; khong str dung vao cac muc dich khac cua ca nhan ma
khong lién quan dén ndi dung cudc hop.

Chuong 111
BAI TRi CONG SO
Muc 1
QUOC HUY, QUOC KY

Piéu 13. Treo Quéc huy

Quéc huy duoc treo trang trong tai phia trén cong chinh hoac toa nha chinh.
Kich ¢& Qudc huy phai pht hop vai khong gian treo. Khong treo Qudc huy qua cii
hodc bi hu hong.

Piéu 14. Treo Quéc ky

1. Quéc ky dugc treo & noi trang trong, trudc tru s¢ cia co quan va don vi
c6 tru so riéng. Qudc ky duoc treo theo dung tiéu chuin vé kich thude, mau sic
da duoc Hién phap quy dinh.

2. Viéc treo Quéc ky trong cac budi 18, don tiép khach nudc ngoai va Lé tang
tuan theo quy dinh vé nghi 18 nha nude va don tiép khach nude ngoai, to chire tang 18.

Muc 2
BAI TRI KHUON VIEN CONG SO

Piéu 15. Bién tén co quan

Co quan phai ¢ bién tén dugc dit tai cong chinh tru so, trén d6 ghi rd
tén goi day du bang tiéng Viét va dia chi ctia co quan.
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Céach thé hién bién tén co quan, don vi dugc thuc hién théng nhét theo quy
dinh cta B Noi vu.

Piéu 16. Phong lam viée

Phong 1am vi¢c ctia co quan hanh chinh, don vi sy nghiép cta xa phai co
bién tén ghi rd té€n don vi, ho va tén, chirc danh cén by, cong chirc, vién chuc.

Viéc sap xép, bai tri phong 1am viéc phai bao dam gon gang, ngan nip, khoa
hoc, hop ly. Khuyén khich trang tri cay xanh trong khuén vién phong lam viéc.

Khong 1ap ban tho, thip huong, khéng dun, ndu trong phong 1am viéc.

Piéu 17. Khu vue dé phwong tién giao théng

Cac co quan, don vi ¢6 trach nhiém bd tri khu vuc dé phuong tién giao
thong cua can bg, cong chirc, vién chirc va ciia nguoi déq giao dich, lam viéc.
Khong duoc thu phi giri phuong tién giao thong cua nguoi dén giao dich, lam viéc.

Chuwong IV
TO CHUC THU'C HIEN
Picu 18. Trach nhiém ciia Thii truweéng cac co quan, don vi

1. Phong Van hoa — Xa hoi chu tri, phéi hop véi cac co ‘quan c6 lién quan
huéng dan, kiém tra, d6n ddc viéc trién khai thuc hién Quy ché nay.

2. Thu truong cac co quan, don vi ¢6 trach nhiém quan triét, trién khai thuc
hién nghiém Quy ché ndy dén can b, cong chirc, vién chirc, nguoi lao dong thudce
quyén quan 1y.

3. Kiém tra, giam sat, t6 chirc danh gid va kiém diém viéc thuc hién; dua
viéc thuc hién Quy ché nay vao tiéu chi dé danh gia, phan loai hang nam cta can
b0, cong churc, vién chire, ngudi lao dong.

4. Trong qua trinh kiém tra viéc thuc hién néu phat hién can bg, cong chtic,
vién chtrc, nguoi lao dong vi pham thi ¢6 van ban phé binh, nhic nhé hodc xtr 1y,
dé xuat xur Iy d6i véi Thu trudng co quan, don vi tiép quan 1y can bd, cong chirc,
vién chtrc.

Piéu 19. Trach nhiém ciia can bd, cong chike, vién chire, nguoi lao dong

Cén b9, cong chirc, vién chuc, nguoi lao dong ngoai viéce thuc hién nghiém
quy dinh phap luét, quy ché, ndi quy ciia cic co quan; can nim ving, thyuc hién
dung, day du va van dong, giam sat, nhic nhd dong nghiép cung thuc hién cac
quy dinh ctia Quy ché nay.

Piéu 20. Khen thuéng, ky luit

1. Can bg, cong chirc, vién chure, nguoi lao dong thuc hién tdt Quy ché nay
s& duoc xem xét biéu duong, gop phan tot trong viéc danh gia, phan loai can



b, cong chirc, vién chirc cudi nam.

2. Can bd, cong chirc, vién chuic, nguoi lao dong vi pham cac quy dinh tai
Quy ché nay, tiy murc do, s& bi nhic nhd, phé binh cong khai trong cic co quan,
don vi. Trudong hop vi pham nghi€m trong s€ bi xem xét, danh gid, phan loai can
b, cong chirc, vién chirc cudi nim hodc xir Iy ky luat theo quy dinh ctia phap luat.

Piéu 21. Piéu khoan thi hanh
Quy ché nay dugc pho bién dén céc co quan, don vi. Trong qua trinh to chire

thyc hién, néu ¢ van dé phat sinh, cac co quan, don vi phan anh vé Phong Vin héa -
X& hoi dé tong hop, trinh Uy ban nhan dan xa xem xét diéu chinh cho phi hop.
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