\#N AN DAN SU CONG HOA XA HOI CHU NGHIA VIET NAM
[T UYENQUANG Poc 1ap - Tu do - Hanh phuc

QUY CHE VAN HOA CONG VU
CUA CO QUAN THI HANH AN DAN SU TINH TUYEN QUANG
(Ban hanh kém theo Quyét dinh s6:126/0D-THADS ngady 13 thang 8 nam 2025
cua Truong Thi hanh dan dan sy tinh Tuyén Quang)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Quy ché nay quy dinh muc dich, nguyen tac thuc hién van héa cong vu;
cac chuan muyc vin hoa cong vy; trang phuc, 18 phuc, thé cong chirc; cach bai tri
khudn vién cong s¢, xdy dung moi truong lam viéc van minh, hi€u qua va trach
nhiém cua cong chuc, ngudi lao dong thudc co quan Thi hanh an dén sy tinh
Tuyén Quang trong t6 chirc thue hién vin hoa cong vu quy dinh tai Quy ché nay.

2. Nhitng quy dinh khong néu trong Quy che‘ nay thuc hién theo cac van
ban quy dinh cua phép luat hién hanh c6 lién quan vé€ van hoa cong vu.

Picu 2. Pdi twong ap dung

Quy ché nay ap dung doi véi cong chirc, nguoi lao dong thudc co quan
Thi hanh an dan sy tinh Tuyén Quang; cac co quan, to6 chtic, ca nhan lién quan
dén viéc thuc hién Quy che.

Piéu 3. Muc dich va nguyén tic thuc hién vin héa cong vu
1. Muc dich

a) Xay dung va thuc hién van hoéa cong vy nham hinh thanh phong cach
ung xu, 18 16i 1am viéc chuan muec, chuyén nghi¢p, trach nhiém, ndng dong,
minh bach, hi€u qua trong hoat dong thuc thi nhi¢m vy, cong vu; thuc hién muc
ti€éu xay dung do1 ngii cong churc, nguoi lao dong trong co quan Thi hanh an dan
su cua tinh co phém chit dao duc tét, tan tuy, trung thuc, hoan thanh tdt nhiém
vu duoc giao va dap tng yéu cau phuc vu nhan dan va xi hoi.

b) Xay dung, moi truong lam viéc van minh, hién dai, lich sy, bao dam
tinh trang nghiém, nang cao hiéu qua hoat dong cia cac co quan nha nudc.

¢) Lam can ctr dé kiém tra, danh gid, xem xét, xu 1y trach nhiém ddi véi
cong chirc nguoi lao dong khi vi pham cac chuan muc ung xt, dao dirc cong vu
trong thyuc thi nhiém vy, goép phan xdy dung vin héa cong vu, phong, chong
tham nhiing, ti€u cuc.

2. Nguyén tic
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a) Bao dam nguyén tic Pang thong nhat lanh dao xay dung va thuc hién
van hoa cong vu. Gén thuc hién vén héa cong vu vo1 vige td churc hoc tap va lam
theo tu tudng, dao duc, phong cach HO Chi Minh; cac chuan myc dao dire nghé
nghiép do Nganh quy dinh.

b) Tuan thu phap luat trong qua trinh thyc thi cong vu. Pé cao trach
nhiém cua ngudi ding dau trong viéc t6 chirc, thyc hién va guong mau chip
hanh van hoa cong vu; tap hop, tao su lan toéa, phong trao thi dua ddi méi thuc
hién t6t vin hoa cong vu.

¢) Thuc hién quy ché vin hoa cong vu xuat phat tir loi ich cta ngudi dan,
doanh nghiép, to chuc, ca nhan co lién quan; ldy su hai long ctia nguoi dan,
doanh nghiép 1am trung tdm va 1a thudc do danh gia chat lugng phuc vu cia co
quan nha nudc.

d) Phu hop vdi truyén théng, ban sac van hoa dan toc va diéu kién kinh té
- xa hoi cua dia phuong; phu hop voi dinh huong xay dung doi ngti can b, cong
chtc chuyén nghiép, hién dai, 14 nhan té quan trong dé xay dung hé thong chinh
tri trong sach, viing manh; dong thoi gop phan giit gin va phat huy truyén thong
van hoéa tbt dep cua dan toc Viét Nam.

) _ ChuwongIl )
CAC QUY DPINH VE CHUAN MUC VAN HOA CONG VU

Diéu 4. Tinh than, thai d6 1am viéc ciia cong chirc, ngudi lao dong

1. Cong chirc, ngudi lao dong phai trung thanh voi Nha nude Cong hoa xa
hoi chu nghia Viét Nam; bao vé danh du T6 qudc va loi ich quoc gia; Nghiém
tac chp hanh quy dinh phap luat vé cong vy, cong chirc; quy ché 1am viée cua
co quan. Ton trong va tan tuy phuc vu Nhan dan.

2. Khi thyc hién nhi€ém vy, cong vy, cong chirc, nguoi lao dong phai y
thirc 16 vé€ chuc trach, bon phan cua ban than, bao gom:

a) San sang nhan va nd luc hoan thanh t6t moi nhiém vu duoc phan cong;
khong kén chon vi tri cong tac, chon viéc dé, bo viéc kho. Tam huyét, tan tuy, guong
mau lam tron chie trach, nhiém vu duoc giao. Trong thyc thi nhiém vu luén dam
bao tinh khach quan, trung thuc, thuc hién dung quy dinh phép luat.

b) Co6 ¥ thic t6 chirc ky luat; st dung c6 hiéu qua thoi gian lam viéc;
tranh hién tuong trung binh chu nghia, lam viéc qua loa, dai khai, kem hiéu qua;
nghiém chinh chap hanh ndi quy, quy ché cia co quan; chu déng phdi hop trong
thuc hién nhiém vu, cong vu.

Y Thang than tu phé binh va phé binh, kién quyét d4u tranh véi nhiing
bi€u hién sai trai, tiéu cuc trong co quan; khong chay theo chu nghia thanh tich,
khong bao che khuyét diém, khong vu loi.

d) Coéng chirc gilr chue vu lanh dao phai cong tam, khach quan trong su
dung, danh gia cong churc, nguoi lao dong thudc quyén quan 1y; khong loi dung
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vi tri cong tac dé bo nhiém ngudi than quen, khong vi ngudi nha, nguoi than ma
uu tién giai quyet; chi dong xin thoi gilr chirc vu khi nhéan thay ban than con han
ché vé nang luc va uy tin; khong vudéng vao “tu duy nhiém ky”.

3. Thoi gian lam viéc:

a) Chap hanh dung thoi gian lam viée, dam bao lam viéc 08 gid c6 chat
luong, hiéu qua. Khong di lam mudn, khong vé sém trude thoi gian quy dinh.
Trudng hop do cong viéc, can thi€t phai lam viéc ngoai gio hanh chinh thi phai
bdo cdo va dugc su nhat tri cia Ianh dao co quan / 1anh dao don vi.

b) Khong sir dung thoi gian 1am viéc dé giai quyét viéc riéng, khong st
dung cac trang mang xa hoi dé giai tri, phuc vu viéc ca nhan (trir phuc vu cho
cong viéc).

¢) Khong tu tap an udng, hit thude, tan chuyén trong gio 1am viéc.

4. Thuc hién nghiém tac cac bién phap phong, chong dich bénh (khi phdt
sinh) theo quy dinh.

Piéu 5. Chuan muec veé dao dirc, 10i song cia cong chirc, nguoi lao dong

1. Phai thyc hién nghiém tic vi¢c hoc tap va lam theo tu tuéng, dao dtc,
phong cach HO6 Chi Minh; Quy dinh vé nhimg diéu dang vién, can bd, céng chirc
khong dugc 1am; Chuan muc dao dic nghé nghi€p cua can bg, cong chirc, vien
chtre Nganh Tu phap; Chuan myc dao dirc Chap hanh vién; khong ngtmg hoc tap
nang cao nang lyuc chuyen mon, nghiép vu; tu dudng, rén luyén vé dao duc, 16i
song theo chuan muc “can, kiém, 1iém, chinh, chi céng vo tuw”; trung thuc, gian di,
thang than, chan thanh; khong ¢ biéu hién co hoi, khong 1ch ky, ganh ghet, d6
ky; thé hién tinh than trach nhiém va ban linh c4 nhan trong moi tinh hudng.

2. Khong tham gia cO bac, cac t¢ nan xd hdi dudi moi hinh thire; khong
duoc sir dung d6 udng co con trong thot gian lam vi€e va gio nghi trua; khong
dleu khién phuong tién tham gia giao thong khi dé su dung ruou, bia, d6 udng
c¢6 ¢on; hut thude 14 phai dung noi quy dinh.

3. Phai tuan tht nghiém cac quy dinh vé bao vé bi mat nha nudc va ky
luat phat ngon. Chap hanh nghiém Luét An ninh mang, khong su dung mang xa
hoi dé dang tai, chia s¢, binh ludn, tuyén truyén cac nodi dung thong tin chua
duoc kiém ching, phién dién, sai su that gy anh hudng dén uy tin co quan, to
chtrc, cd nhan va hoat dong cong vu.

4. Phai tuan thu chuan muyc dao duc gia dinh va xa hoi, thuan phong my
tuc, truyén théng vin hoa tot dep cua dan toc; khong mé tin di doan va c6 nhiing
hanh vi phan cam khi tham gia 1€ hoi. Guong mau, tranh pho truong, lang phi khi
t6 chirc cudi hoi, ma chay, mumng tho, sinh nhét, tan gia va t6 chiic cac cong viée
khéac nhim truc 1oi. Khong dé bd, me, vo, chong, con, anh, chi em rudt loi dung
danh nghia cta ban than dé vu loi cho gia dinh va ban than.

Pieu 6. Chuan muyc giao tiép, rng xir ciia cong chirc, nguoi lao dong

1. Trong giao tiép v&i ngudi dan:
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a) Giai quyét yéu cau, cong viéc cua nguoi dén dung quy dinh, quy trinh.
Khéng duge gay kho khan, phién ha, voi vinh, kéo dai thoi gian xu ly cong viéc
clia co quan, to chic va ngudi dan; khong thd o, vo cam, thiéu trach nhiém trudc
nhitng kho khén, birc xtc cia nguoi dan; khong nhan tién, tai san, loi ich bat hop
phép tir phia cac co quan, doanh nghi¢p va nguoi dan dudi moi hinh thirc;

b) Phai ton trong, lang nghe, tan tinh huéng dan vé quy trinh xtr 1y cong
viéc va gidi thich can k& nhirng vudng mac ctia nguoi dan;

¢) Thyc hién “4 xin”: Xin chao, xin 161, Xxin cdm on, xin phép; “4 luén™:
Ludén mim cuo1i, luén nhe nhang, luén lang nghe, luén gitp do;

d) Nghiém tac nhan 15i, nhan khuyét diém, thanh khan ty phé binh, rat
kinh nghiém khi dé xay ra sai sot;

d) Truong hop nhimg yéu cau ctia nguoi dan khong thude thAm quyén
giai quyét cua co quan thi can by, cong chirc hudng dan nguoi dan dén dung co
quan c6 thim quyén giai quyét.

2. Déi v6i ddng nghiép: Cong chire, nguoi lao dong phai cé tinh than hop
tac, tuong trg trong thuc hién nhi€ém vy, cong vu; bao v¢ danh dy uy tin cua
ddng nghiép; khong be phai gay mat doan két ndi bo trong co quan, don vi; xay
dung moi quan hé dong nghiép lanh manh, trong sang, c¢6 1y, co tinh; khong
phan anh sai sy that vé ddng nghiép nhim bdi nho danh dy, lam mat uy tin cua
ddng nghiép.

3. Déi vai lanh dao cip trén: Cong chirc, ngudi lao dong phai tuan thi thir
bac hanh chinh, phuc tung su chi dao, diéu hanh, phan cong cong viéc cua cép
trén; khong tron tranh, thoai thac nhiém vy; khoéng ninh bg léy long vi dong co
khong trong sang.

4. Cong chirc gitr chirc vu lanh dao, quan 1y phai guong mau trong 16i
song, giao tiép, Gmg x, chap hanh ky cuong hanh chinh va ndi quy, cac quy ché
ndi bo; gitt gin doan két ndi bd trong co quan; phan cong nhiém vu cho cong
chtrc, nguoi lao dong thudc quyén quan 1y rd rang; thuong xuyén don ddc, kiém
tra viéc thuc hién nhiém vy, cong vu cua cong chirc, nguoi lao dong; d6i xtr binh
dang véi cap duoi; khong duge duy y chi, ap dat, bao thu; phai ton trong, ling
nghe ¥ kién cua cip dudi. Co phuong phap diéu hanh phu hop, phat huy duoc
nang luc, kinh nghiém, tinh sang tao cua tirng cong chirc, nguoi lao dong trong
co quan. Tao diéu kién dé cong chtrc, nguodi lao dong hoan thanh tdt nhiém vu
duogc giao. Phat huy dan chu, tao diéu kién trong hoc tap, nang cao trinh d9, phat
huy sang kién cua can bo, cong chuc. Bdo vé danh du, quyén va loi ich hop
phép cua cong chirc, ngudi lao déng thudc quyén quan 1y.

5. Giao tiép qua dién thoai

bi¢n thoai co quan, don vi chi st dung vao viéc cong, khong duoc st
dung vao vi¢c riéng.
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Khi giao tiép qua dién thoai cong chic, ‘nguoi lao dong phai gioi thiéu
tén, don vi cong tac; co thai do lich su, trao doi thong tin ngan gon, tap trung
vao ndi dung cong viée, khong ngimg ngat dién thoai dot ngot.

6. Ung XU, giao tiép trong cudc hop, hdi nghi

Cong chirc, nguoi lao dong khi tham gia du hop, hoi nghi phai nghién ctru
k¥ tai li€u lién quan dén noi dung cudc hop, hdi nghi; cd mat trude gio quy dinh
it nhat 5 phat. Trudng hop khong du hop duoc thi phai truc tiép bao cdo véi
nguoi hoac don vi chu tri cudc hop, hoi nghi vé Iy do Véng mat va cir nguoi
khac du hop thay (néu dwoc sw nhdt tri ciia nguwoi chii tri hodc don vi chii tri).

Trong cudc hop, hoi nghi, cong chire, nguoi lao dong phai dé dién thoai &
ché d6 im lang, Khi trao d6i cong viéc qua dién thoai phai ra ngoai phong hop;
trao doi ngan gon, nho nhe, khong lam anh huong dén cudc hop, hdi nghi.

Thuc hién tét ung xu van hoa hdi nghi, cudc hop thé hién sy ton trong dbi
vo1 nguol dang thuyét trinh, phat biéu tai hoi nghi, cudc hop; khong ndi chuyén,
lam vi¢c riéng, han ché di lai, khong néi chen ngang khi chua dugc phép cua
ngudi chu tri, khong ti ¥ bo vé khi cude hop, hdi nghi chua két thuc.

Dieu 7. Poi voi co quan, to chirc, ca nhan dén co quan lam viée

Co quan, to chirc, ca nhan (goi chung la c¢éng ddn) khi dén co quan lién
hé giai quyét cong viéc, mic trang phuc lich sy, kin d4o; khong trong tinh trang
bi kich thich do st dung d6 udng c6 con hoac céc chat kich thich khac.

Tai cong co quan, cong dan phai xuét trinh cin cude cong dan; gidy gidi
thiéu, gidy moi, giay bdo (néu co); phai chap hanh nghiém tic cac bién phap
phong, chong dich bénh (khi phat sinh) theo quy dinh va huéng dan cua nguoi
duogc phan cong thuc hién nhiém vu.

Trong qua trinh lam viéc tai tru s& co quan, truong hop cong dan chua

nhat tri v6i huéng dan, giai thich, tra 101, giai quyét ctia cong chirc tiép cong dan
thi phan anh t&i lanh dao co quan, dé nghj dugc xem xét giai quyét.

Cong dan luon gitr thai A dang muc trong khi lam viéc, khong dugce gay
mat trat ty tai cong s&; 101 né1 xic pham, bdi nho danh du, nhan pham cia cong
chtrc tiép cong dan, lam anh hudng dén uy tin cua co quan THADS.

Chuwong III
TRANG PHUC, LE PHUC, THE CONG CHUC

Piéu 8. Trang phuc, L& phuc

1. Cong chirc, nguoi lao dong thudc co quan Thi hanh an dan sy cua tinh
thyc hién quy dinh vé sir dung trang phuc, 1& phuc theo quy dinh hién hanh cta
nganh va Quy ché 1am viéc cta co quan Thi hanh an dan su tinh.

2. Cong chirc phai mac trang phuc nganh khi:
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- Thuc hién cong vu (tiép cong dan, lam viéc v6i duong su, xac minh, to
chtrc ap dung bién phap bao dam, bién phap cudng ché, thuc hién nhiém vy to
chtrc thi hanh 4n ngoai co quan); nguoi lao dong khi thyc hién nhiém vu phai
mac quan ao gon gang, lich sy, kin dao; di giay hoac dép quai hau.

- Tham dy hdi nghi so két, téng két, tap huén, bao cao chuyén dé, cac
cudc hop cua don vi hoac H¢ thong THADS, khi di cong tac tai Cuc quan 1y Thi
hanh 4n dan su, cadc co quan THADS (c6 yéu cau).

N 4. Cong chure, nguoi lao dong dugce phan cong phuc vu hoac tham du budi
1€, dai héi, hoi nghi, hop mat ... méc trang phuc theo quy dinh cua Ban T6 chirc.

5. Huong (mg phong trao “Tudn Ié do dai”, khuyén khich cong chic, ngudi
lao dong (nir) mac ao dai tham du cac hoat dong ky niém, ngay truyén thong,
ngay 1€ lon, cac sy kién cua nganh, co quan, don vi va cac hoat dong cong dong
phu hop vai tinh hinh thyce t€ cua co quan, don vi, khu dan cu noi cu tra.

6. Cac truong hop khac do Truong THADS tinh yéu cau va dugc néu rd
trong gidy moi, giay triéu tap

Diéu 9. Phu hiéu, cap hiéu, bang tén, thé chirc danh

1. Khi thi hanh cong vy, cong chirc phai mac trang phuc nganh va deo phu
hiéu, cap hi¢u ding quy dinh; bang t€n deo tai vi tri phia trén nguc trai.

2. Cong chirc khi thi hanh cong vu phai mang thé Chap hanh vién, thim
tra vién (goi chung la thé).

3. Cong chuc bao quan thé cua minh, nghiém cAm viéc cho muon thé, st
dung thé khong dung vdi quy dinh.

Chuong IV
BAI TRi CONG SO

Piéu 10. Qudc ky, Qudc huy, twong Chi tich H6 Chi Minh

Quéc ky, Quéc huy, (hodc logo biéu tirong nganh) dugce treo trang trong
trude Try s& lam viée, trong HO1 trudong theo dung quy dinh va phai thay mai
khi cii, rach, héng.

Tuong Chu tich H6 Chi Minh dit trang trong tai Hoi trudng phu hop vé
kich cd va theo ding quy dinh.

Picu 11. Treo khau hiéu thong tin tuyén truyén chiao mirng cic ngay
1€, cac hgi nghi

Khau hiéu c6 nodi dung tuyén truyén, gido duc phu hop voi quy dinh cia
phép luat; bao dam tinh chinh xac, my quan, ¥ nghia.

Piéu 12. Bién tén co quan, don vi

Bién tép cO quan, don vi1 dat tai céng chinh tru s¢ co quan, ghi 0 tén, dia
chi co quan bang tiéng Viét theo quy dinh ctia BO Noi vu.
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Pi¢u 13. Phong lam viéc, phong hop, phong tiép cong dan

1. Phong lam viéc, Phong tiép cong dan co bién tén. Vi tri dt blen tén
phai ¢ noi d& nhin thdy. Viéc bai tri sip xép phong 1am viéc, phong tiép cong
dan phai dam bao gon gang, sach s€ va khoa hoc.

2. Phong hop (Hoi trudng) phai duoc bd tri dam bao phu hop, lich su,
ding quy dinh.

bieu 14. Khu vuc ngoai phong lam vié€c, trong cong sé
1. Pam bdo v¢ sinh moi truong cong so.

2. Cong chirc, nguot lao dong phai ¢6 y thire gitr gin v€ sinh chung; thu
gom, dé rac thai dung quy dinh.

Pi¢u 15. Khu vue dé phwong tién giao thong

Van phong, cac Phong Thi hanh &4n dan sy khu vuc c6 trach nhiém b tri
khu vyc dé phuong tién giao thong cua cong chire, nguoi lao dong va ctia nguoi
dén giao dich, lam viéc dam bao hop 1y, khoa hoc, an toan.

Bao vé co quan hudéng din cong chirc, nguoi lao dong va khach dén giao
dich 1am viéc dé cac phuong tién giao thong diing noi quy dinh. Khong thu phi
gtri phuong tién giao théng cua nguoi dén giao dich, 1am viéc.

_ Chuong V
TO CHUC THUC HIEN

Picu 16. Khen thwéng va xir 1y vi pham

1. Viéc thyc hién Quy ché nay la mét can cu dé xem xét, danh gia xép loai
va x¢&t thi dua, khen thudng doi voi cong chirc, nguoi lao dong.

2. Pon vi, cd nhan khong chaflp hanh ding Quy ché nay phai kiém diém,
lam 10 trach nhiém, tuy theo tinh chat, muc d§ sai pham xtr 1y theo quy dinh.

Piéu 17. Trach nhiém thye hién

1. Truéng cac phong chuyén mon tham muu, Trudng cac Phong Thi hanh
an dan su khu vuc thudc Thi hanh an dan sy tinh:

a) T6 chirc phd bién, quan triét Quy ché nay dén toan thé cong chic,
nguoi lao dong trong don vi.

b) Xu ly hodc dé nghi cap c6 thAm quyén xtr 1y cong chirc, ngudi lao dong
vi pham Quy ché nay.

¢) Trong qua trinh thyc hién, néu c6 ndi dung khong phu hop hodc c6 kho
khan, vuong mac kip thoi bao cao Truong THADS, d€ xuat sira doi, bo sung
hodc chi dao giai quyét kip thoi.

2. Cong churc, nguoi lao dong:
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Thue hién dung cac quy dinh tai Quy ché nay va hudng din nhic nho cac
to chtrc, ca nhan dén lién h¢ cong tac thuc hién.

3. Theo ddi, kiém tra viéc thuc hién Quy ché:

Truong cac phong chuyén mon tham muu, Truéng cac Phong Thi hanh an
dan sy khu vuc, bao vé€ co quan, don vi c6 trach nhiém theo doi, kiém tra, nhéc
nhd cong chirc, ngudi lao dong va khach dén lién hé cong tac thuc hién nghiém
tac cac quy dinh trong Quy ché nay.

Giao Vian phong chii tri, phdi hop voi cac phong chuyén mon tham muu,
Phong Thi hanh an dan sy khu vuc thudc Thi hanh &n dan su tinh theo doi, don
dbc, kiém tra viéc thuc hién Quy ché nay./.
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