
IN BAN NHAN DAN CLING HOA XA 	CHU NGIIIA VIT NAM 
TINH KON TUM 
	 WO 1ap - Tv do - Hanh pink 

SO:11 /2018/QD-UBND 	Kon Turn, ngayZ thang nom 2018 

QUYET DINH 
Ban hanh Quy the van hoa cong 	cac co quan hanh chinh, 

piioNG Hoto.ijr;017-,KO:i WV 	sv nghi4 ding 14 teen dia ban tinh Kon Turn p.••••••••••  

S6: •••.• Itkm.....  

t: ..... 
_ 	 UY BAN NHAN DAN TINH KON TUM 

ChtrieL.111P to:4  

Can cti. LuOt to chirc chinh quyen dia phwang ngay 19 thang 6 nom 2015; 

Can dr LuOt ban hanh van ban guy phgm phcip luOt ngay 22 thang 6 nom 2015; 

Can cu. LuOt Can b6, cong chi:cc ngay 13 thang 11 nom 2008; 

Can cir LuOt Vien chirc ngay 15 thang 11 nom 2010; 

Can cir Quyet Binh so 129/2007/Q-D-TTg ngay 02 thang 8 nom 2007 curt Thu 

twang Chinh phit ban hanh Quy the van haa cong sa tat cac ca quan hanh chinh 

nha ntrac; 

Can ar Chi thi so 05/2008/CT-TTg ngay 31 thang 01 nom 2008 cfra Thri 

twang Chinh phit ve viec ncing cao hieu qua sir clung that glee lam viec ctia can 66, 

cong chirc, vien chirc nha ntrac; 

Theo de nghi cita Gram clac SO. N6i vu tat The trinh so 329/TTr-SNV ngay 15 

thcing 6 nom 2018. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the van h6a cong s6 tai cac 

co quan hanh chinh, don vi sg nghi'ep cong lap gen dla ban tinh Kon Turn. 

Dieu 2. Quyet dinh nay c6 hieu lgc 	ngay34 thang tram 2018 va thay 

the Quyet dinh s6 525/QD-CT ngay 05 thang 12 nam 2007 dm Chi] tich Uy ban 

nhan dan tinh ve viec ban hanh Quy the van h6a cong so tai tinh Kon Turn. 
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Dieu 3. Giam d6c Sa N6i viii, thu truing cat so, ban nganh, Chu tich fly ban 
nhan dan cac huyen, thanh phi, t6 chat, ca nhan c6 lien quan chiu trach nhiem thi 
hanh Quyet dinh nay./. 

Noi nh 
- Nhu Dieu 3; 
- Van phong Chinh phii; 
- Bp Tu phi') (Cuc Kiem tra van ban QPPL); 
- Thuerng five Tinh fiy; 
- Thuerng tivc HOi ding nhan dan tinh; 
- Doan Doi bieu QuEic hpi tinh; 
- Chu tjch, cac Pho ChU tjch UBND tinh; 
- UBMTTQ tinh va cac doin the CT - XH tinh; 
- Bao Kon Turn, Dai PT-TH tinh, COng TTDT tinh; 
- Cong bac, tinh; 
- Chi eve Van thu Luu tra tinh; 
- Luu: VT, TH5.4(0 



UY BAN NHAN DAN ONG HOA x A HO CHU NGHIA VItT NAM 
TINH KON TUM 	 DOc 14p - Ty. do - Hynh phuc 

QUY CHE 
Van him cong sir tai cac ca quan hanh chinh, 

don vi sty nghiep cling lap tren dia ban tinh Kon Tum 
(Ban hanh kern theo Quyet dinh sooti /2018/QD-UBND ngetAthangTnam 2018 

ceta Uy ban nhcin ckin tinh Kon Turn) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Phym vi dieu chinh va doi tuvng fip dyng 

Quy the nay quy dinh ve trang phuc, giao tiep va irng xir cila can ba, cong 
chirc, vien chirc, nguai lao dang lam viec trong ca quan hanh chinh nha mak, 
dan vi su nghiep cong lap va nguai hog Ong khong chuyen trach cap xa (sau 
clay goi la can ba, cong cherc, vien chirc, nguai lao clang) khi thi hanh nhiem vu, 
cong vu; each bai tri cong sa tai cac co quan hanh chinh, don vi su nghiep cong 
lap cua tinh. 

Dieu 2. Nguyen tac thvc hien van hoi cong so.  

Thuc hien theo quy dinh tai Dieu 2 dm Quy the van h6a cong so tai cac ca 
quan hanh chinh nha nuac ban hanh kern theo Quyet dinh so 129/2007/QD-TTg 
ngay 02 thang 8 nam 2007 dm Thu tung Chinh 

Dieu 3. Muc dich 
Thuc hien theo quy dinh tai Dieu 3 dm Quy che van He cong so tai cac ca 

quan hanh chinh nha nuac ban hanh kern theo Quyet dinh so 129/2007/QD-TTg 
ngay 02 thang 8 nam 2007 cna Thu tuang Chinh phu. 

Dieu 4. Cac hanh vi bi cam 

1. Sir dung th6i gia lam viec de lam viec rieng (choi lien ter va cac thit bi 
giai tri ca nhcin,...) hoc gay mat trat to trong gia lam viec. 

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

3. Hut thuac tai ca quan, phOng lam viec, phong hop, hai truang; to tap an, 
Jiang trong gia lam viec. 

4. Sir dung chat kich thich, uang nrgu, bia hoc cac loci ntrac co can truck, 
trong gia hanh chinh va tiled gian nghi trua cua cac ngay lam viec, ngay tnrc. 

5. Tnrng bay, ltru gift, pilaf tan hinh anh, not dung van hoa pham dai truy, 
tai lieu phart ding chOng Dang, Nba 

6. Tu y phat ngon, tung tin bia d5t, xuc pham ,danh du, nhan pham cua 
nguai khac; cung cap thong tin, tai lieu khong dung tham quyen. 



2 

7. Lam (king, c6 hanh vi quay rOi nguai kHz duai moi hinh thirc 	noi, 
hanh Ong, cit. chi, tin nhan...). 

8. Tham gia, to chirc, loi keo nguai khac danh bac, choi ho, hui, 16, de va 
cac to nan xa hOi khac &Teti moi hinh thirc. 

9. Cac hanh vi bi cam 'chic theo quy dinh cua phap luat. 

Dieu 5. Thiyi gian lam AO 
Can bO, cong chirc, vien chtic sir dung theri gian lam vi8c khoa hoc, hi8u 

qua va chap hanh nghiem quy dinh ve then gian lam vi8c, cu the: 

1. BuOi sang: Tir 07 gib den 11 gia. 

2. BuOi chiL: Tir 13 gibs d8n 17 gia. 

Chuang II 
TRANG PHUC, GIAO TIEP VA LING 

Myc 1 
TRANG PHUC 

Dieu 6. Trang phyc 

1. Khi thi hanh cong vki, nhieln vv, can b0, cong chuc, vien chirc, nguoi lao 
&Ong phai an mac gon gang, lich skr, dau toe gm gang. 

a) DOI van nam: Ao so mi, quan au hoac b0 comple, di giay da hoac dep co 
quai hau; 

b) DOi vai 	Ao so mi, quail au, vay cong sa, do dai truyen thOng, di giay 
hoac dep c6 quai hau. 

Khuyen khich cac co quan, dan vi thirc hi8n mac dOng phvc cac ngay trong 
tuan lam NI*. 

2. DOi yeti can b0, cong chirc, vien chirc tip dan, lam vi8c tai 1700 phan ti6p 
nhan va tra ket qua theo co che mot cita khuyen khich c6 mau dong phvc rieng 
bao dam van minh, lich skr. 

3. DOi vbi nhitng nganh co quy dinh rieng v'e ding phvc thi thirc hi8n theo 
quy dinh cua nganh. 

Dieu 7. Le phyc 
Le phkic dm can 1)0, cong chirc, vien chirc, nguiyi lao &Ong la trang phvc 

chinh thirc dirge sir dung trong nhitng buoi le, cuOc hop trong the hoac cac cuOc 
tiep khach nuac ngoai. 

1. DOi voi nam: BO comple nam, ao so mi, cravat, di giay da hoac dep c6 
quai hau. 

2. DOI yeti 	Ao dai truyen thOng, b0 comple nit, di giay hoac dep co quai 
hau. 

3. Doi von can b0, cong chirc, vien chirc, ngtroi lao dOng la ngtrai dan tic 
thi8u so, trang phvc ngay hoi dan tic ding xac dinh la le phvc. 
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Dieu 8. Tac phong 

Tu the, dr chi nghiem tuc; thai de ni'em nb, khiem ten, le phep, ton trong 
nguai giao tiep; sir dung nen ngil hoa nha, kh8ng not tic. 

Dieu 9. The can bo, cong chfrc, vier' chtk 

1. Can be, cong chirc, vien chirc, nguai lao deng phai deo the khi thi hanh 
nhiem vu cong vi. 

2. The can be, cong chuc, vien chirc phai c6 ten co quan, anh, ho va ten, 
chirc danh, so hieu ciia can be, cong chirc, vien chirc theo quy dinh. 

3. Mau the va ca.ch deo the dei vai can be, cong chirc, vien chirc thuc hien 
theo huOng dan ciia Be Nei vv. 

Muc 2 
GIAO TIEP VA iNG XU 

Dieu 10. Giao tiep va urng xir khi thi hanh cong vu, nhiem vu 

1. Can be, cong chdc, vien chirc, nguai lao Ong khi thi hanh cOng vv, 
nhiem vv phai thgc hien dung, day du nglifa vu va nhang viec khOng dugc lam 
theo quy dinh cua phap luat. 

2.,  Trong giao tiep va irng ir xir phai c6 thai de lich sg, ton trong. Ngon ng 
giao tiep phai rO rang, mach lac; khong chiri the, not tieng long, quat nat; gift gin 
uy tin, danh du cho co quan, to chirc, don vi va &Ong nghiep. 

Dieu 11. Giao tiep va tirng xir WA Nita!' dan 
1. Trong giao dep va img xir veri Nhan dan, can be, cOng chuc, vien 

chirc, ngugi lao deng phai nha nhan, van minh, lich sg, nghiem Mc. Lang nghe 
Nhan dan trinh bay Y kien, nguyen vong. Khong gay cang thang, birc xuc, d9a 
nat nguai dan. 

2. Can be, cong chirc, vien chirc, ngugi lao deng khong dugc c6 thai de 
hach dich, cira quyen, nhiing nhieu, gay kh6 khan, phien ha, vo trach nhiem vbi 
Nhan dan khi thi hanh cong vv, nhiem vv. 

a) Giai quyet yeu c'au, cong viec cua nguai dan dung quy dinh, quy trinh; 

b) Khong sach nhieu; ggi y dua den, nhan tien, qua bieu; khong hen gap 
giai quyet cong viec ben ngodi co quan Ira ngoai gig lam viec; 

c) Tra lai, giai thich, huong clan ro rang, cv the ve cac quy dinh lien quan 
den giai quyet cong viec; 

d) iru tien ho trg giai quyet cong viec vbi ngtrgi gia, yeu, ngugi khuyet tat, 
phv nu mang thai, ngtrgi dau Om; 

d) True:mg hop nhang yeu eau cua ngugi dan 'thong thuec tharn quyen giai 
quyet cua co quan thi can be, cong chirc,,  vien chirc phai huorig dan nguai dan 
den dung co quan c6 tham quyen giai guyed 
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e) Nghiem tut nh4n loi, nhen khuyet diem, thanh khAn to phe binh, rut kinh 
nghiem khi de xay ra sai sot. 

Dieu 12. Giao tiep va trng xir voti dOng nghi§p 

Trong giao tiep va img xir v&i dong nghiep, can be,, cong chirc, vien 
chirc, nguai lao dOng phai có thai d6 trung that, than thien, hap tac. Luon ton 
trong, bao ve danh du, uy tin dm dong nghiep va giup da nhau hoan thanh 
nhiem vv. 

Dieu 13. Giao tiep qua diO tho0 

Khi giao tiep qua din thoai, can bo, deg chirc, vien chirc, nguoi lao 
dOng phai xung ten, co quan, don vi nai cong tac; trao d6i ng‘an gun, tap trung 
vao not dung cong viec; khong ng'it din thoai dOt ng6t trong khi dam thoqi. 

Dieu 14. Tham dv cac cuOc h9p, hOi nghi 

1. Can b6, cong chirc, vien chirc, npai lao d6ng tham du cac cuOc hop, h6i 
nghi phai xuyen su6t va dung thanh phan nhu giay moi ho4c,  thong bao ciia co 
quan 	tri. Truang hap khong tham du dugc thi phai truc tiep bao cao vbi chu 
tri cuOc  hop, h6i nghi do ye ly do yang mat va cu nguoi khac du h9p thay. 

2. Trong cac cuOc h9p, h6i nghi, can b6, cong chirc, vien chirc, ngtrai lao 
d6ng han che sir dung din thoai di dOng va phai at din thoai b the d6 rung; ra 
ngoai phong hop nghe din thoai va trao doi ngan gun, nho nhe, kitting lam 
htrang den cuOc h9p. 

3. Chi sir dung may tinh xach tay, may tinh bang de tra cim van ban, ghi 
chep not dung cuOc h9p; khong sir dung vao cac mac dich khac cua ca nhan ma 
khOng lien quan den not dung cuOc h9p. 

4. Tay theo tinh chAt, nOi dung cac 116i nghi, cuOc  hop, chn tua phien hop 
yeu cau cac dai bieu tham du khong sir dung din thoai di d6ng. 

Chuang III 

BAI TRI CONG S( 

Dieu 15. Treo QuOc huy, Quin ky, chin dung Chii tich HO Chi Minh 

1. Qu6c kSt, Qu6c huy, chan dung Chit tich 116 Chi Minh phai dugc treo, 
d4t tai vi tri trang trung theo Huang dan so 3420/HD-BVHTTDL ngay 02 thang 
10 nam 2012 ciia BO Van hoa, The thao va Du lich. 

2. Khong dugc treo Qu6c IcS1 da bi bac mau, rach hoc va; khong treo, 
chan dung, tuang ban than dm Chit'  tich H6 Chi Minh va Quoc huy qua cu ho4q 
bi hu hong. 

Dieu 16. Bien ten ca quan 

1. Co quan, don vi phai có bien ten dugc dat tai cong chinh, tren do 
ten Dui day du bang tieng Viet, dia chi va so din thoai cua co quan. 
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2. Bien ten co quan, dan vi phai dam bao theo quy dinh tai Thong to 
so 05/2008/TT-BNV ngay 07 thang 8 nam 2008 dm B6 N6i vu ye huang dan 
bien ten ca quan hanh chinh nha nu6c. 

3. D6i vai nhting nganh c6 quy dinh rieng ve bien ten co quan thi thkrc hien 
theo quy dinh cua nganh. 

Dieu 17. Niem yet thong tin co. quan 
Cac co quan, don vi phai niem yet cong khai tai tru sa va teen Trang thong 

tin dien tir so dien thoai de tiep nhan nhang phan anh, kien nghi cua to chirc ca 
nhan ye cac quy dinh hanh chinh va nhitng van de lien quan. 

Dieu 18. Phong lam viec 

1. Viec sap xep, bai tri phong lam viec phai bao dam g9n gang, ngan nap, 
khoa hoc, hop ly, thuan tien cho cong viec va dam bao cac yeu cau ye an toan 
chay no. 

2. Cac ca quan, don vi phai co n6i quy, quy the lam viec nham co the hoa 
trach nhiem cua tirng ca nhan, dan vi trong thkrc hien nhiem vu duct giao. 

3. Phong lam viec phai c6 bien ten ghi rO ten don vi, ho va ten, chirc danh 
cant* cong chirc, vien chirc. 

4. Khong lap ban tiler, thap huong, khong dun, nL trong phong lam viec. 

Dieu 19. Khu vtrc de phtrang tien giao thong 

Cac ca quan, don vi c6 trach nhiem b6 tri khu \foe de phucmg tien giao 
thong cua can b6, cong chirc, vien chirc, nguai lao Ong va cua nguai den giao 
dich, lam viec. Khong duoc thu phi giri phucmg tien giao thong dm nguai den 
giao dich, lam viec. 

Chuang IV 

TO CHUG THVC HItN 

Dieu 20. Trach nhiem cua thu truang cac s6, ban nganh, Chu tich Uy 
ban nhan dan cac huyen, thanh ph& Chit tich Uy ban nhan dan cac xfi, 
phuirng, thi tran 

1. Thu truC'mg cac sa, ban nganh, Chu tich y ban nhan dan cac huyen, 
thanh pho, Chu tich Uy ban nhan dan cac xa, phuong, thi tran c6 trach nhiem 
guar' triet, trien khai thkrc hien nghiem Quy the nay den cac don vi trot thu6c, 
can b6, cong chirc, vien chirc, nguai lao d6ng thu6c quyen quan lY. 

2. Kiem tra, 	 chirc danhgia va kiem diem viec thkrc hien; dua 
viec thoc hien Quy che nay vao tieu chi de danh gia, phan loai hang nam cua can 
b6, cong chirc, vien ch6c, nguai lao d6ng. 

Dieu 21. Trach nhiem cua Giam dOc Sii• Nei vu 

1. Chit tri, phoi hop vai cac ca quan c6 lien quan hkreing dan, kiem tra, don 
d6c viec trien khai thkrc hien Quy che nay. 
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2. Trong kiem tra, neu phat hien can ,b0, cong ch4c, vien chirc, ngtrai lao 
deng vi phsm thi có van ban phe binh, nhac nher hoc xtir 1j7, de xuat xir ly dei 

trueng ca quan, don vi, dia phuang trot tier) quan 1)", can bO, cong chirc, 
vien chirc, ngued lao &Ong. 

Dieu 22. Trach nhiern So. Thong tin va Truyen thong va cac ca quan 
thong tin, bao chi 

1. Tuyen truyen, phe bien sau reng Quy che nay tai can bO, cong chirc, vien 
chirc, nguOi lao dOng va Nhan dan trong toan tinh de biet, ding giam sat viec thuc 
hien a cac cap; kip thei phat hien, co vu, dOng vien nhang tap the va can bO, cong 
chirc, vien chirc thuc hien tot va phe binh cac tap the, ca than vi phsm. 

2. SC', Thong tin va Truyen thong chu tri, ph& hop cac ca quan có lien quan 
to chirc thong tin, tuyen truyen Quy che nay. 

Dieu 23. Trach nhiem cult can b(1, cong chirc, vien char, ngtri:ri lao dOng 

Can bO, cong chdc, vien char, nguai lao deng ngoai viec thuc hien nghiem 
quy dinh phap lust, quy che, nei quy cna ca quan, can nam yang, thuc hien 
dung, day du va van,dOng, giam sat, nhac nho dOng nghiep ding thuc hien cac 
quy dinh cna Quy che nay. 

Dieu 24. Khen thirerng, kST 1u4t 

1. Can bO, cong chirc, vien chirc, nguoi lao &Ong thuc hien tot Quy che nay 
se duoc xem,xet bieu ducmg trong viec danh gia, phan loci can bO, cong phUc, 
vien chirc cuoi nam. 

2. Can bO, cong chirc, vien chat, nguoi lao dOng vi pham cac quy dinh tai 
Quy che nay, toy mire dO se bi nhAc nher, phe binh cong khai trong cac ca quan, 
don vi. Tnthng hop vi phsm nghiem tong se bi xem xet, danh gia, phan loci can 
bO, cong chirc, vien chirc cuoi nam hoc xir 1/ IcS1 lust theo quy dinh cua phap luSt. 

3. Ca quan, don vi, dia phuong nao bi Sa NOi vu có van ban nhac nha, phe 
binh 03 lan trong mot nam, thi trong nam do ngtthi dimg dau co quan, don vi,. 
dia phuong se bi ha mot mirc phan loci danh gia can bO, cong chirc, vien chirc, 
ngued lao dOng cuoi nam. 

Trong qua trinh trien khai, n'eu co van de phat sinh, cac co quan, don vi, dia 
phuong phan anh ye So• Nei vu de tong hop, trinh Uy ban nhan dan tinh xem xe 
dieu chinh cho 	hop./may, 

• 
4ft  

NguyZn Van Hon 
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