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

XA CAM THINH TAY Poc lap — Tu do — Hanh phc
S6: 127 /QDP-UBND Cam Thinh Tdy, ngay 07 thang g nam 2022
QUYET PINH

Vé viéc Ban hanh Quy tic &ng xir cia can bd, cong chirc, nguwdi hoat déng
khong chuyén trach lam viéc trong co’ quan xa Cam Thinh Tay

UY BAN NHAN DAN XA CAM THINH TAY

Can cit Ludt Té chire Chlnh quyén dia phwong ngay 19 thang 6 nam 2015,
Ludt sua doz b6 sung mot sé diéu cua Ludt To chive Chinh phii va Ludt Té chike
Chinh quyén dia phwong ngay 22/11/2019;

Can cir Ludt can bd, cong chirc ngay 13/11/2008; Ludt sira doi, b6 sung
mot s6 diéu ciia Ludt can bé, cong chirc va Ludt vién chirc ngay 25/11/2019;

Can cir Quyét dinh so 129/2007/0P-TTg ngay 02/8/2007 ciia Thii tuéng
Chinh phii ban hanh Quy ché van hod céng sé tai cac co quan hanh chinh Nha
nuoc;

Can cir Quyét dinh s6 1847/QD-UBND ngay 27/12/2018 ciia Thii tuéng
Chinh phi vé phé duyét Dé dn van héa céng vu; Can cir Quyét dinh sé
03/2007/0P-BNV ngay 26/02/2007 ciia Bé Néi vu vé viéc ban hanh Quy tdc
g xir ctia cdn bé, cong chire, vién chire lam viéc trong bé mdy chinh quyén dia
phuong;

Can cir Quyét dinh sé 615/0D-UBND ngay 25/3/2019 ciia UBND thdanh
phé Cam Ranh vé ban hanh Quy tdc vmg xir ciia can bg, cong chire, nguoi lao
déng lam viéc trong cdc co quan, don vi thuéc UBND thanh phé Cam Ranh;

Theo dé nghi ciia cong chitc Vin phong - Thong ké Xa.

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh ndy Quy tic ing xt cua can bo,
cong churc, nguoi hoat dong khong chuyén trach lam viéc trong co quan xa Cam
Thinh Tay. , 9 , ,

bieu 2. Quyét dinh nay c6 hiéu lyc ké tir ngay ky. Thay thé cho Quyét
dinh s6 41/QD-UBND ngay 01/4/2019 cua UBND xa Cam Thinh Tay.

~ biéu 3. Cong chuc Van phong — Thong k&, cac ban, nganh lién quan can ctr
quyet dinh thi hanh./.
Noi nhgn: TM. UY BAN NHAN DAN
- Nhu Diéu 3;
- UBND thanh phd;
- Bang uy, HDND x3;
- Trang TTDT xa;
- Luu: VT.

r.¢ Van Thao



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIiA VIET NAM
XA CAM THINH TAY Péc 1ap — Tu do — Hanh phiic

QUY TAC UNG XU TRONG CO QUAN XA CAM THINH TAY
(Ban hanh kém theo Quyér dinh s0127 /OD-UBND ngay07 /6 /2022
cua UBND xa Cam Thinh Tay)

Chu’(mg |
NHUNG QUY TAC CHUNG

Piéu 1. Pham vi diéu chinh
Quy tic nay quy dinh cac chuan muc xir sy cua can bd, cong chirc, nguoi
hoat dong khong chuyén trach lam viéc trong co quan xa Cam Thinh Tay trong

thi hanh nhiém vy, cdng vy, trong quan hé xa hdi; trach nhiém cua can bg, cdng
chuic cua co quan; tham quyén trong viéc thuc hién va xua ly vi pham.

Piéu 2. Muc dich, nguyén tic thuc hién

Muc dich quy dinh Quy tac tng Xt cua can bo, cong chirc, ngudi hoat dong
khéng chuyén trach nham:

1. Quy dinh cac chuan muc Xt sy cua can bo, céng chirc, nguoi hoat dong
khéng chuyén trach khi thi hanh nhiém vu, céng vu va trong quan hé xa hoi, bao
gom nhiing viéc phai 1am hoic khong dugc 1am nham bao dam sy liém chinh va
trach nhiém cua can bo, cdng chic.

2. Thuc hién céng khai cac hoat dong nhiém vu, céng vu va quan hé xa hoi
cua can bo, céng chuc; nang cao y thic, trach nhiém caa can bo, cbng chuc trong
cbng tac phong, chong tham nhiing.

3. La can cir dé co quan xu ly trach nhiém khi can bg, cong chirc, ngudi hoat
dong khéng chuyén trach vi pham céc chuan muc Xur su trong thi hanh nhiém vu,
cong vu va trong quan h¢ xa hoi, dong thoi la can cir dé nhan dan giam sat viéc
chap hanh cac quy dinh phap luat caa can bg, cong chuc xa.

Chwong 11
CHUAN MUC UNG XU CUA CAN BQ, CONG CHUC
TRONG THI HANH NHIEM VU, CONG VU
Muc 1
Nhirng viéc can bg, cbng chirc,

nguoi hoat dong khdng chuyén trach phai lam
Pi¢u 3. Cac quy dinh chung khi thuc hién nhiém vu, hoat déng cong vu
1. Tinh than, thai d6 1am viéc cua cén b, céng chuc.

Phai sdn sang nhan va nd luc hoan thanh tét moi nhiém vu duoc phan cong;
khong kén chon vi tri cong tac, chon viéc de, bo viéc khd. Tam huyét, tan tuy,



guong mau lam tron chuc trach, nhiém vu duoc giao; khong vuéng vao “tu duy
nhiém ky”.

Phai c6 y thirc t6 churc ky luat; sir dung c6 hi€u qua thoi gio lam viéc; lam
viéc qua loa, dai khai, kém hiéu qua; nghiém chinh chap hanh ndi quy, quy ché cua
co quan; chu dong phé)i hop trong thuc hién nhi€ém vy, cong vu.

Khéng dugc gay kho khin, phién ha, voi vinh, kéo dai thoi gian xir Iy cong
viéc clia co quan va nguoi dan; khong thd o, vé cam, thiéu trach nhiém trudc
nhiing kho khan, blic xtc cia ngudi dan. Phai cong tdm, khach quan trong su
dung, danh gia can b thudc quyén quan 1y.

2. Can bg, cong chirc, nguoi hoat dong khdng chuyén trach phai trung thanh
v61 Nha nude Cong hoa xa hoi chu nghia Viét Nam; bdo v¢ danh du T quéc va loi
ich quéc gia; ton trong va tan tuy phuc vu Nhan dan. Khi thyc hi¢n nhi¢m vy, cong
vu, can bg, cong chuc phai y thuc ro vé chire trach, bon phan cua ban than, bao
gom:

Céan b9, cong chirc khi thyc thi nhi€ém vy, cong vu phai thyc hién dﬁy du va
dung cac quy dinh vé nghia vu ctia can bd, cong chirc dugce quy dinh tai Luat Can
bd, cong chirc va cac vin ban phap luat khac co lién quan; phai nghién ciru, nim
viing cac quy dinh cua phép luat hi¢én hanh vé linh vuc, nhiém vu duoc phan cong;
chap hanh nghiém chinh phap luat ciia Nha nudc, ky luat, ky cuong hanh chinh.

Céan b0, cong chirc c6 trach nhi¢m phat hién viéc thuc hién khong dﬁy du,
khong dung quy dinh cua cac can bg, cong chirc khac trong co quan va can bg,
cong chuce trong cac co quan, don vi khac ¢6 lién quan trong viéc thuc thi nhiém
vy, cong vu; phan anh dén thu trudng co quan va chiu trach nhi€ém cé nhan vé
nhitng phan 4nh cia minh.

Thu trudng co quan va cap phé cta ngudi dimg dau co quan cé trach nhiém
don déc, kiém tra viée thuc thi nhiém vy, cong vu cua can bg, cong chirc, thudc
tham quyén quan 1y va xem xét, xir 1y hodc bao cao UBND thanh phd xir 1y d6i voi
can bo, cong chic vi pham céc quy dinh ctia phap luat theo phan cap quan 1y can
b0, cong churc.

Piéu 4. Quy dinh vé viéc chap hanh cac quyét dinh déi véi can bd, cong
chirc, ngwai hoat dong khong chuyén trach khi thuc thi nhiém vu, cong vu

1. Can b, cong chire, nguoi hoat dong khdng chuyén trdch khi thuc thi
nhiém vu, céng vu phai chip hanh quyét dinh cua cip c6 thim quyén. Can bo,
cong chirc duge giao nhiém vu phai phdi hop voi can bd, cong chirc khac trong
cung co quan va can bg, cong churc, cac co quan, don vi, td chirc khac co lién quan
dé thuc hién nhiém vy, cong vu c6 hi€u qua.

2. Cén b9, cong chuc, nguoi hoat dong khdng chuyén trach khi thuc hién
nhiém vu, céng vu phai chap hanh quyét dinh cua lanh dao xa. Truong hop co
quyét dinh cua cap trén cap quan ly truc tiép thi can bo, cong chirc phai thyc hién
theo quyét dinh cua cap c6 tham quyen cao nhat, dong thoi c6 trach nhiém bao co
lanh dao xa vé viéc thuc hién quyét dinh do.



3. Khi thyc hién quyét dinh cua cip c6 tham quyén, can bo, coéng chirc,
nguoi hoat dong khong chuyén trach phat hién quyét dinh d6 trai phap luét hodc
khong phu hop voi thuce tién thi phai bao cao ngay voi nguoi ra quyet dinh. Trong
truong hop van phai chép hanh quyét dinh thi phai bao cao lén cap trén tryc tiép
ctia ngudi ra quyét dinh va khong phai chiu trach nhiém vé hau qua gay ra do viéc
thue hién quyét dinh do.

Piéu 5. Quy dinh vé giai quyét cac yéu cau ciia co’ quan, don vi, t6 chirc
va céng dan khi can b, cdng chirc, ngwoi hoat dgng khdng chuyén trach thuc
thi nhiém vy, cong vu

1. Can bg, cong chuc, ngu’ol hoat dong khong chuyén trach khi dugc giao
nhiém vu, cong vu dé giai quyét cac y8u cau cua co quan, don vi, t6 chirc va cong
dan phai co trach nhiém huéng dan cong khai quy trinh thuc hién da duoc Cap céd
tham quyén phé duyét bao dam cac yéu cau cua co quan, don vi, t6 chuc va cong
dan duoc giai quyét dung luat, dung thoi gian quy dinh.

2. Trudng hop cong viéc can kéo dai qua thoi gian quy dinh, can bo, cong
chuc, nguoi hoat dong khong chuyén trach phai tham muu lanh dao x& ban hanh
thong bao hen lai thoi gian tra két qua, trong d6 trong d6 c¢6 nodi dung giai thich rd
nguyén nhan tré han va xin 13i t6 chuc, cong dan; dong thoi can b, cong chirc phai
chiu trach nhiém vé hanh vi cham tré cia minh theo dting quy dinh cua phap luat.

Picu 6. Quy dinh vé trang phuc va giao tiép trong hanh chinh , &ng xir
noi cong s&

1. Quy dinh vé trang phuc

Khi thuc hién nhiém vy, can bo, cong churc, nguoi hoat dong khéng chuyén
trach phai an mac gon gang, lich su, di giay hoac dép c6 quai hau. Peo thé can bg,
cong chac. Trang phuc phai phi hop véi tinh chét cong viéc va thuan phong, my
tuc cua dan toc.

Chuan muc giao tiép, (ng xir trong giao tiép véi ngudi dan, can bo, cong
chtc, ngudi hoat dong khdng chuyén trach phai tén trong, ling nghe, tan tinh
huéng dan vé quy trinh xu 1y cdng viéc va giai thich can k& nhitng thic mic cua
ngudi dan. Thuc hién “4 xin, 4 Tudén”: xin chao, xin 15i, Xin cam on, xin phép; luoén
mim cuoi, ludn nhe nhang, ludn lang nghe, ludn gitp d&. Pdi véi ddng nghiép, can
bo, céng chirc, ngudi hoat dong khdng chuyén trach phai cé tinh than hop tac,
tuong trg trong thuc hién nhiém vy, cdng vu; khong bé phai gdy mat doan ket noi
bo cua co quan, to chirc. P6i voi lanh dao Cap trén, can b, cong chuc phai tuan thu
thir bac hanh chinh, phuc ting su chi dao, diéu hanh, phan cdng cong viéc cua cap
trén; khéng trén tranh, thodi thac nhiém vu; khéng ninh bo lay long vi dong co
khong trong sang.

Can bg, cdng chuc gilr chuac vy 1anh dao, quan ly khong duoc duy y chi, ap
dat, bao thu; phai ton trong, lang nghe y kién cua cip dudi; gwong mau trong giao
tiép, tng xir. Ngoai ra, khi giao tlep qua di¢n thoai, can bg, cong churc phai xung
tén, co quan noi cong tac; trao doi ngan gon, tap trung vao ndi dung cong Viéc;
khong ngét dién thoai dot ngot, giong ndi vira phai, du nghe dé khéng anh huong
dén moi ngudi xung quanh.



Can bo, céng chirc 1anh dao trong quan 1y, diéu hanh hoat dong cia co quan
phai nam bat kip thoi tdm ly caa ting cén b, cdng chic thude tham quyén quan Iy
dé c6 cach thuc diéu hanh phd hop nham phét huy kha ning, kinh nghiém, tinh
sang tao, chu dong trong viéc thuc thi nhiém vu, céng vu caa can b, céng chuc;
phat huy dan chu, tao diéu kién trong hoc tap va phat huy sang kién cua cén bd,
cdng chuc; ton trong va tao niém tin cho can bo, cdng chic khi giao va chi dao
thuc hién nhiém vu, cdng vu; bao vé danh du cua céan bo, cc“)ng chue khi bi phan
anh, khiéu nai, t6 cao khong dung su that; khong ctra quyén, hach dich, quan liéu,
tri ddp can b, cong chire thudc tham quyén quan 1y.

, 2. Can bg, cong churc phai ‘ton trong dia vi ciia ngu’(:yi lanh dao, phuc tung va
chap hanh nhiém vu dugc giao dong thoi phat huy tinh than ty chu, dam chiu trach
nhiém; co6 trach nhi¢ém dong gop y kién trong hoat dong, di€éu hanh cia co quan,
ba}o dam cho hoat dong nhi¢m vy, cong vu dat hiéu qua; bao vé uy tin, danh du cho
cap trén, khong duoc loi dung viéc gop y, phé binh hodc don thu nac danh, mao
danh lam t6n hai uy tin ctia 1anh dao co quan.

3. Trong quan hé v&i dong nghiép, can bd, cong chic, ngudi hoat dong
khong chuyén trach phai chan thanh, nhi€t tinh, bao dam sy doan keét trong co
quan; tich cuc phoi hop va gop ¥ trong qua trinh thyc thi nhiém vy, cong vu dé
cong viéc dugc gidi quyét nhanh va hi€u qua.

Muc 2

Nhirng viéc can b, cdng chirc, ngwoi hoat dong khong chuyén trach
khéng dwec lam

Piéu 7. Cac quy dinh chung

1. Can b9, cong chirc, nguoi hoat dong khong chuyén trach phai thuc hién
nhimg quy dinh theo Luat Can b9, cong chirc va Luat Phong, chong tham nhiing va
cac quy dinh cua phap luat khac v€ nhitng viéc can by, cong chirc, vién chirc khong
duoc lam.

2. Cén by, cong chuce, nguoi hoat dong khong chuyén trach khi thuc thi
nhiém vu, cong vu khong dugc mao danh dé giai quyét cong viéc; khong duoc
muon danh co quan, don vi dé giai quyét cong viée ctia ca nhan.

Piéu 8. Cac quy dinh can b, cong chirc khéng dwoc lam trong quan hé
nhiém vu, cong vu

1. Can b, cong chirc khong dugce tron tranh, dun day trach nhiém khi nhiém
vy, cong vu do minh thyc hién gdy ra hdu qud dnh hudéng dén hoat dong cua co
quan hodc ctua co quan, don vi, t6 chic khac hoac vi pham t&i quyén lgi chinh
dang, danh du va nhan phdm cua cong dan.

2. Céan bg, cong chirc khong dugc che giéu, bung bit va lam sai 1éch noi
dung céc phan anh cua can by, cong chuc lam viéc trong co quan hodc co quan,
don vi, t6 chtic khac hodc cuia cong dan vé€ nhiing viéc lién quan dén chuc nang,
nhiém vu do minh dugc giao thyuc hién khong dling quy dinh cua phap luat.

Piéu 9. Cac quy dinh can bd, cong chirc khdng dwoc lam khi giai quyét
Cac yéu cau cua co quan, don vi, to chirc va caa cong dan



1. Can b9, cong chuc khi dugc giao giai quyet cac yéu ciu cta co quan, don
vi, to chie va cua cong dan khong dugce tur chdi cac yéu cau ding phap luat cua
ngudi can duoge giai quyét phu hop véi chice trach, nhiém vu duge giao.

2. Can bg, cong chuc khong dugce lam mét, hu hong hodc lam sai 1énh ho so,
tai li¢u lién quan dén y€u cau cia co quan, don vi, to6 chitc va cong dan khi duoc
giao nhi¢m vu giai quyét.

3. Can by, cong churc khong duge 1am 16 bi mat Nha nudc, bi mat cong tac
va bi mat noi dung don thu khiéu nai, té cdo ciia co quan, don vi, t6 chirc va cong
dan theo quy dinh ctia phap luat.

Chuwong 111

CHUAN MUC UNG XU CUA CAN BQ, CONG CHUC TRONG QUAN HE
XA HOI

Piéu 10. Quy dinh trong quan hé xa hdi va tham gia cac hoat dong xa
hoi

1. Cén b9, cong chure, ngudi hoat dong khong chuyén trach khi tham gia cac
hoat dong x& hoi phai thé hién van minh, lich su trong giao tiép, Gmg xir, trang
phuc dé nguoi dan tin yéu

2. Cén b9, cong chuc, ngudi hoat dong khong chuyén trach phai c6 trach
nhiém hudng dan nguoi dan khi tham gia cac hoat dong thude linh vuc duoc giao
dung quy dinh phap luat, khi phat hién c6 hanh vi vi pham phap lut phai thong
bdo véi co quan, don vi c6 tham quyén xu 1y.

3. Can b9, cong chue, nguoi hoat dong khong chuyén trach co trach nhi¢m
tuyén truyén, giao duc, thuyet phuc, van dong nguoi than trong gia dinh chap hanh
nghiém chu truong, duong 161 cua Dang va chinh sach, phap luat cua Nha nudc;
thuc hién tot quy dinh vé xay dung doi song van hoa & noi cu tri; xay dyng gia
dinh van hoéa, hanh phuc, hoa thuan.

4. Cén b9, cong chuc, nguoi hoat dong khdng chuyén trach phai thyc hién
nép song van hoa, quy tac, quy dinh noi cong cong; giiip d&, nhuong ché cho
nguoi gia, tré em, phu nir, nguoi tan tat khi 1én, xuong tau, xe, khi qua duong; gitr
gin trat tu xa hdi va vé€ sinh, moi1 trudng noi cong cong.

Piéu 11. Cac quy dinh can bg, cong chirc phai lam

1. Huéng dan cong dong dan cu phat trién kinh té gia dinh; tuyén truyén
phé bién gido duc phap luat trong cong dong dan cu .

2. Hu:ong dan cong dong glan cu thuc hién ké hoach dan sb va gia dinh,
phong chong bénh tat, phong chong t¢ nan xa hoi, bao vé¢ suc khoé, bado v¢ méi
truong theo quy dinh ctia phép luat.

3. Hudng dan cong dong dan cu thuc hién phong trao toan dan doan két,
xdy dung doi séng van hoa theo quy dinh chung va cua cong dong.

4. Huéng dan cong dong dan cu nang cao trinh d hiéu biét vé cac linh vuc
phu hop véi yéu cau phat trién kinh t€ - xa hdi cua dia phuong.



Piéu 12. Nhirng diéu can bd, cdng chirc, ngudi hoat déng khéng chuyén
trach khéng dwegc lam trong quan hé xa hoi

1. Céan b9, cong chirc, nguoi hoat dong khong chuyén trach khong duge loi
dung chiic vu, quyén han, mao danh dé tao thanh thé khi tham gia cac hoat dong
trong xa hdi; khong duoc st dung céc tai sdn, phuong tién cong cho cac hoat dong
xa hd1 khong thudc hoat dong nhiém vy, cong vu.

2. Can by, cong chirc, nguoi hoat dong khong chuyén trach khéng duogc vi
pham cac quy dinh vé€ ndi quy, quy tac & noi cong cong; khong duge vi pham cac
chuuan myc vé thuan phong my tuc dé bao dam su vin minh d6 thi.

3. Cén by, cong chue, ngudi hoat dong khong chuyén trach khong dugce vi
pham céac quy dinh vé dao dtrc cong dan da dugc phép luat quy dinh hoac da dugc
cong dong dan cu thdng nhat thyc hién.

Chuwong IV
CHUAN MUC PAO PUC, LOI SONG CUA CAN BQ, CONG CHUC

Piéu 13. Chuan muc vé dao dirc, 16i séng cia can bd, cong chirc, nguoi
hoat dgng khdéng chuyén trach

Cén b, cong chirc, nguoi hoat dong khong chuyén trach phdi khong ngimg
hoc tap, tu dudng, rén luyén vé dao dirc, 16i song. Thyc hién can, kiém, liém,
chinh, chi cong vo tu; trung thyc, gian di, thang thin, chan thanh; khong co biéu
hién co hoi, song ich ky, ganh ghét, do ky.

Can b9, cong chure, ngudi hoat dong khong chuyén trach khong duge danh
bac, sa vao cac t¢ nan xa hoi; khong duoc suir dung d6 ubng c6 con trong thoi gian
lam viéc va gio nghi trua; hut thudc 14 dung noi quy dinh; phai tuan thu ky luat
phat ngdn, khong s dung mang xa@ hoi d€ khai thac, tuyén truyén cac thong tin
chua dugc kiém ching, phién dién, m(:)t chiéu anh hudéng dén hoat dong cong VU
Can b9, cong chirc phai tuan thu chuan myc dao dirc gia dinh va xa hdi, thuan
phong my tuc, truyén thong van hoa tot dep cua dan toc; khong mé tin di doan va
c6 nhitng hanh vi phan cdm khi tham gia 1€ hoi.

Chwong V
TRACH NHIEM CUA LANH PAO, CAN BQ, CONG CHUC
Piéu 14. Trach nhiém cia Chu tich, Pho chii tich UBND xa
1. Quan triét, huéng din, t6 chirc thuc hién Quy tic nay.

2. Kiém tra, giam sat viéc thuc hién Quy tic ndy cia can bo, cong chirc,
nguoi hoat dong khdng chuyén trach trong co quan.

3. Phé binh, chan chinh, xt ly cac vi pham hodc dé nghi co quan cép trén cd
tham quyén xur ly cac vi pham doi voi can by, cong chire trong co quan theo phan
cap quan ly can bg, cong chuec.

Piéu 15. Trach nhiém caa can bg, cong chirc

1. Can bg, cong chirc co trach nhi¢m thuc hién ding cac quy dinh tai Quy
tac nay.



2.Cén bg, cong chuc cod tré,ch nhiém van dong can bg, cong chirc khac thug
hién ding cac quy dinh tai Quy tac nay; phat hién va bao cao lanh dao UBND vé
nhirng vi pham Quy tac nay ctia can by, cong chirc trong co quan.
Chwong VI
XU LY VI PHAM
Piéu 16. Pdi véi can bd, cong chirc, ngwoi hoat dong khong chuyén
trach
Cén b9, cong chuc, ngudi hoat dong khdng chuyén trach xa vi pham cac quy
dinh tai Quy tac nay thi tuy theo miac d6 vi pham s€ bi xir 1y tradch nhiém theo quy
dinh cua phap luat hién hanh.
ChwongVII
TO CHUC THUC HIEN
1. Giao trach nhiém cong chirc van phong thong ké X& t6 chuc trién khai
thuc hién Quy tac nay trong toan co quan.
2. Tat ca can bo, cong chirc co quan X c6 trach nhiém thuc hién Quy tc
nay.
3. Trong qua trinh trién khai thuc hién, néu can bo sung, sura ddi kién nghi
thi thong tin vé cong chirc van phong thong ké xa dé bao cao lanh dao xa xem xét,
bo sung cho phu hop./.
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