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QUYETDINH
Ban hanh Quy ch~ van hoa cong SO' va Quy t~c irng xii' cua can bQ, cong chirc,
vien chirc va ngmri lao dQng thuQc Van phong Uy ban nhan dan Thanh phB

CHANH VAN PHONG UY BAN NIlAN DAN THANH PHO

Gin cU Quyet ilinh s6 129120071QD-lTg ngay 02 thang 8 nom 2007 cua Thu luang
Chinh phu ban hanh Quy chi van hoa cong sa tai cac co quan hanh chinh nha marc;

Can ctr Quyit dinh s6 03120071QfJ-BNV ngay 26 thang 02 ndm 2007 cua
Be; Noi v~ v~ viec ban hanh Quy tlic ung xu cua can bo, cong chuc, vien chirc lam
viec trang be;may chinh quyen ilia phuong;

Can ctr Quyet dinli s6 04120211QfJ-UBND ngay 11 thang 3 nam 2021 cua
Uy ban nhdn dan Thanh pho v~ ban hanh Quy chi t6 chuc va hoat dong cua
Van phong Uy ban nhdn dan Thanh pho;

Can ctr Quyit dinh s6 67120171QfJ-UBND ngay 29 thang 12 nam 2017 cua
Uy ban nhan dan Thanh ph6 v~ vi¢c ban hanh quy ilinh v~ Quy tlic img xu cua can
be;, cong chuc, vien chuc va nguai laa ile;ng lam vi¢c trang cac cO' quan hanh chinh,
ilon vi Sl! nghi¢p cong l(ip tren ilia ban Thanh ph6 H6 Chi Minh;

Can cu Quyit ilinh s6 78IQfJ-VP ngay 24 th'cmg 3 nam 2021 cua Chanh Van
phong Uy ban nhan dan Thanh ph6 v~ ban hanh Quy chi lam vi¢c cua Van phong
Uy ban nhan dan Thanh ph6;

Xet il~ nghi cua Truirngphong Phong Hanh chinh - T6 chuc.

QUYET DINH:

Di~u 1. Nay ban hanh kern theo QuySt dinh miy Quy chS van hoci cong sa va
Quy t~c ling xu cua can bQ, cong chuc, vien chuc, nguai lao dQng thuQcVan phong
Uy ban nhan dan Thanh ph6.

Di~u 2. QuySt dinh nay co hi~u Ivc k~ tir ngay Icy.
Di~u 3. Truang phong Phong Hanh chinh - T6 chuc, Truang cac phong, ban,

dan vi sv nghi~p, cac t6 chuc chinh tri - xa hQiva can bQ,cong chuc, vien chuc, ngum
lao dQngthuQcVan phongUy ban nhan dan Thanh ph6 chiu trach nhi~rn thi hanh QuySt
diM nay.!.

No'inh~n:
- Nhu £liSu 3;
- SaNQi \'\1;
- £lang uy vP;
- VPUB: CVP, cae PCVP;
- Luu: VT, HCTCINY.5'

U'CYC Th~ng



CONG HoA XA HOI CHU NGHIA VI~T NAM
DQc l~p - Tl.l' do - H~nh phuc

QUYDINH
V~ vi~c thuc hi~n Quy ch~ van hoa cong sO'va Quy t~c rrng xu ciia can bQ,

cong elnrc, vien chirc va ngU'Oilao dQng Van phong Uy ban nhan dan Thanh phB

(Kem thea Quye: dinh s6 A!>5"IQD-VP ngay .J.ithimg 5'" ndm 2021
cua Vanphong Uy ban nhdn dan Thanh ph6)

Chuong I
QUY DINH CHUNG

Di~u 1. Pham vi di~u chinh va d&itirong ap dl.lng
1. Quy ch~ nay quy dinh vS noi dung van h6a cong So' va cac quy t~c ling xu

cua co quan Van phong Uy ban nhan dan Thanh ph6 (Van phong) gorn: tinh th:ln, thai
dQ lam viec; chuan mire giao tiep, irng xu, chuan rmrc dao dire, 16i song, trang phuc
cua can bQ, cong chirc, vien clnrc va nguoi lao dong (CBCCVC); bai tri cong So' co
quan Van phong.

2. Quy che nay ap dung d6i voi CBCCVC lam viec tai co quan Van phong,

Di~u 2. Nguyen t~c thuc hi~n
1. Bao dam phil hop v6i truySn th6ng, ban s~c van h6a dan tQc va diSu ki~n

kinh t~ - xiI hQi.
2. Bao dam phil hgp v6i m1lc tieu xay dlJilg dQi ngu CBCCVC cua co quan

Van phong ngay cang chuyen nghi~p, dap ling yeu c~u d6i m6i can ban toan di~n
cong tac Van phong va chu truang hi~n d~i h6a nSn hanh chinh nha nu6c.

3. Bao dam th1Jchi~nnghiem cac quy dinh Clla phap l~t c6 lien quan, Quy ch~ lam
vi~c cua Van phong va huang d~n cua Cong doan vS xay dlJilg co quan, dan vi d~t
chu~n van h6a.

Di~u 3. Ml.lc dich
1. Bao dam tinh trang nghiem, phong cach giao ti~p, (mg xu chu~n m1Jccua

CBCCVC khi th1Jchi~n cong V1lva hi~u qua ho~t dQngcua co quan Van phong.

2. Xay dlJilg dQi ngu CBCCVC cua co quan Van phong "Than thi~n, t~n 11,ly,
trach nhi~m, Icy lu~t, Icy cuang, Iiem chinh".

3. Lam can cu dS danh gia vi~c ch~p hanh cac quy djnh cua CBCCVC cua co
quan Van phong trong vi~c thi hanh cong V\l.

Chuong II
N(n DUNG vANHOA CONG SOCO QUAN VAN PHONG

Di~u 4. Tinh th~n, thai dQ lam vi~c
Khi th1Jc hi~n nhi~m V\l, CBCCVC cua co quan Van phong phai y thuc vS

trach nhi~m cua nguai thi hanh cong V1,l nhu sau:
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1. S£n sang nhan va n6 lire hoan thanh t6t moi nhiem vu duoc phan cong;
khong ken chon vi tri cong tac, chon viec dS, bo viec kh6, tam huyet, t~n tuy, girong
m~u lam tron chirc trach, nhiem vu duoc giao.

2. C6 Y thirc t6 clnrc kY luat; su dung hieu qua thai gio lam viec; tranh lam viec
qua loa, dai khai, kern hieu qua; nghiem chinh chap hanh noi quy, quy chS cua co
quan; chu dong phoi hop trong thirc hien nhiem vu, cong vu.

3. Ton trong va t~ tuy phuc vu, khong diroc gay kh6 khan, phien ha, keo dai
thai gian xu ly cong viec cua co quan, t6 chirc va nguoi dan; khong tho 0, vo cam,
thieu trach nhiem tnroc nhtrng kh6 khan, birc xuc cua Nhan dan.

4. CBCCVC gift clnrc vu lanh d?o, quan ly phai guong ffi~U, cong tam, khach
quan trong su d\lng, danh gia CBCCVC thuQc quySn quan ly; khong lqi d\lng vi tri
cong tac dS lam lqi cho ban than, chu dQng xin thoi chuc Vl,lkhi nh~n th§.y ban than
con h?n chS vS nang l\!,cva uy tin.

Di~u 5. Cbuin ml}'c giao ti~p, .rng xu
1. Trong giao tiSp cong V\l, CBCCVC co quan Van phong phai ton trQng, l~ng

nghe, t~ tinh huang d~n vS quy trinh xu ly cong vi~c va giai thich c~ ke nhUng th~c
m~c cua t6 chuc, ca nhan; ngon ngft giao tiSp phai chu~n m\!,c. Th\!,c hi~n nghiem mc
"4 xin, 4 luon": xin chao, xin 16i, xin cam on, xin phep; luon mim cuai, luon nhy
nhang, luon l~ng nghe, luon giup do.

2. 86i v6i d6ng nghi~p: CBCCVC phai c6 tinh th~n hqp tac, tuong trq trong
th\!'c hi~n nhi~m Vl,l,cong Vl,l;khong be phai gay m§.t dom kSt nQi bQ co quan.

3. 86i v6i lanh d?o c§.p tren: CBCCVC phai tuan thu thu b~c hanh chinh, ph\lc
tUng s\!' lanh d?o, diSu hanh, phan cong cong vi~c cua c§.p tren; khong tr6n trinh,
thoai thac nhi~m Vl,l;khong ninh bq l§.y long vi dQng co khong trong sang.

4. CBCCVC gift chuc Vl,llanh d?o, quan ly khong duqc duy y chi, ap d~t, bao thu;
phai ton trQng, lfug nghe y kiSn cua c§.pdu6i; guong m~u trong giao tiSp, Ung xu.

Di~u 6. Cbuin ml}'c v~ d~o d.rc, lAi sAng

1. CBCCVC phai khong ngimg hQc t~p, tu duang, ren luy~n vS d?o duc, 16i
s6ng; th\!'c hi~n ck, ki~m, liem, chinh, chi cong vo tu; trung th\!,c, gian di, thfu-tgthfu,
chan thanh; khong c6 biSu hi~n co hQi, s6ng ich kY, ganh ghet, d6 kY..

2. CBCCVC khong duqc danh b?c, t6 chuc danh b?c du6i mQi hinh thuc, sa
vao cac t~ n?n xa hQi; khong duqc su d\lng d6 u6ng c6 c6n trong gia lam vi~c va gia
nghi trua cua ngay lam vi~c; khong hut thu6c trong co quan; tuan thu kY lu~t phat
ngon, khong su d\lng m?ng xa hQi dS khai thac, tuyen truySn cac thong tin chua duqc
kiSm chUng, mQt chiSu anh hu6ng dSn ho?t dQng cong Vl,l.

3. CBCCVC phai tuan thu chu~ m\!,c d?o duc xa hQi, truySn th6ng van h6a t6t
dyp cua dan t9c; khong me tin di doan va c6 nhUng hanh vi phan cam khi tham gia ISh9i.

Di~u 7. Trang pb1}c

1. Khi th\!'c hi~n nhi~m Vl,l,CBCCVC phai an m~c gQn gang, lich s\!':

a) 86i v6i nam: ao so mi, qu~n au, comple, di giay ho~c dep c6 quai h~u.
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b) D6i voi nu: ao dai truyen thong, ao sa mi, quan au, comple nu, yay cong so
(chieu dai yay t6i thiSu phai ngang d~u g6i), trang phuc gon gang, lich S\I, di giay
hoac dep co quai hau (khong mac ho hang, ao pull, quan Jean, quan ngan, ...; khong di
guoc, dep le).

2. Thuc hien mac dong phuc:
a) D6i voi nfr: ao dai truyen thong dir chao Co hoac ao sa mi trang vao ngay

thir Hai va ngay thir Nam hang tuan;

b) D6i voi nam: ao sa mi trang vao ngay thir Hai, ao sa mi xanh vao ngay thir
Nam hang tu~n.

3. LSphuc trongnhimg bu6i IS,cuoc hop trong thS,tiSpkhachmrocngoai:

a) Nam: Veston, ao sa mi, deo cravat, di giay;

b) Ntr: Ao dai truyen thong, veston nft, hoac yay cong so.

Di~u 8. The can bQ, cong chtfc, vien chtfc va ngu(ri lao dQng
1. ~he CBCCVC phai co ten ca quan, c6 cinh, hQva ten, chuc danh, s6 hi~u do

ca quan cap.

2. CBCCVC deo the cong chuc khi thi hanh nhi~m V\l, cong V\l; qUt;tthe cong
chuc khi vao bili giu xe va khi vao lam vi~c, khi ra ve dS ph\lc V\l cong tac kiSm soat
an ninh va quan ly ngay cong lao d(>ng.

Chuong III
B.A.I TRl CONG sa

Di~u 9. Phong lam vi~c
1. Ben trong phang lam vi~c phai sApxSp, bai tri gQn gang, ngan nAp, khoa

hQc, hgp ly, thu~n IQ'icho vi~c th\Ic hi~n nhi~m V\l chung va cua tUng thanh vien
trong phang; dam bao cac yeu c~u ve an toan chay, n6.

2. Phang lam vi~c phai co biSn ten, ghi ra ten dan vi; danh sach g6m hQva ten,
chuc danh cua tUng CBCCVC trong phang, vi tri d~t biSn ten phai a ch6 dS nhin thfiy.

3. Trang tri cay xanh tren ban lam vi~c, khuon vien phang lam vi~c.

Di~u 10. Khu Vl}'C ngoai phong lam vi~c trong cong sir
1. B6 tri gQn gang, Sc;lchse, dam bao v~ sinh moi truang eho eong so; a c6ng

vao co biSn chi dftn C\lthS va n(>iquy lam vi~c.

2. CBCCVC phai co y thue giu gin v~ sinh chung, khong vUt rae bua bili, d6
rae dung nai quy diuh.

Di~u 11. Qmin If phuong ti~n giao thong
1. Van phang co trach nhi~m b6 tri khu V\fCdS phuang ti~n giao thong cho

CBCCVC Cllaca quan tc;lihfunxe s6 213, duang D6ng KhOi,phuang BSnNghe, Qu~ 1.

2. Khong thu phi gui phuang ti~n giao thong eua nguoi dSn giao dich, lam
vi~c, lien h~ cong tac tc;liVan phang tc;lis6 77, duang Le Thanh Ton, phuang BSn
Nghe,Q~l.
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CIlUONGIV
NOI DUNG QUY TAc UNG XU CVA cAN BO, CONG CHUC,

VIEN CHUC vA NGU01 LAO DONG VAN PHONG

Di~u 12.Ung xu cua can bQ, cong clnrc, vien chirc va ngU'<rilao dQng trong
thuc thi cong vI}

1.Nhfrng viec CBCCVC phai lam:

a) Thuc hien dung va day du cac quy dinh vS nghia vu cua CBCCVC thea
quy dinh cua phap luat vS can bo, cong clnrc, vien chirc;

b) Khi trao d6i hoac lam viec tnrc tiep, hoac bang van ban hanh chinh hoac qua
cac phirong tien thong tin (di~n thoai, thu tin, qua mang internet. ..) phai bao dam
thong tin trao d6i dung noi dung cong viec rna t6 clnrc va cong dan cftn huang d[n,
tra loi;

c) C6 trach nhiem huang d[n cong khai cho t6 chirc, cong dan quy trinh thirc
hien da duoc c~p c6 tham quyen phe duyet bao dam cac yeu cau cua t6 chirc va cong
dan diroc giai quyet dung quy dinh cua phap lu~t, dung thai gian quy dinh;

Truang hQ'Pcong vi~c bi keo dai qua thai gian quy djnh, CBCCVC c6 trach
nhi~m thong bao cong khai cho t6 chuc va cong dan c6 yeu cau bi~t ra ly do;

d) CBCCVC phai chelphanh cac quy~t dinh Cllanguai quan ly tflJc ti~p khi thi
hanh nhi~m V\l, cong vv; khi thlJc hi~n quy~t djnh Cllac~p c6 thb quySn, CBCCVC
phat hi~n quy~t djnh d6 trai phap lu~t ho~c khong phil hQ'Pvai thlJc tien thi phai bao
ngay vai nguai ra quy~t djnh. Trong truang hQ'Pv[n phai ch~p hanh quy~t djnh thi
phai bao cao len celptren trlJc ti~p Cllanguai ra quy~t dinh va khong phai chiu trach
nhi~m vS h~u qua gay ra do vi~c thlJc hi~n quy~t dinh d6

d) Phai chiu trach nhi~m truac phap lu~t vS hanh vi Cllaminh.
2. NhCrngvi~c CBCCVC khong duQ'clam:

a) M<;lodanh ca nhan d~ giai quy~t cong vi~c; IQ'idVng danh nghIa t6 chuc d~
giai quy~t cong vi~c Cllaca nhan;

b) C6 thai dQho~c hanh vi quan lieu, cira quySn, hach dich, nhfing nhieu, h<;lch
sach nguai dan;

c) Tu ch6i cac yeu cau dling phap lu~t Cllanguai can duQ'cgiai quy~t phil hQ'P
vai chuc trach, nhi~m V\l duQ'cgiao;

d) Lam melt, hu hong ho~c lam sai l~ch h6 sa, tai li~u lien quan d~n yeu cau
Cllat6 chuc va cong dan khi duQ'cgiao nhi~m vv giai quy~t;

d) Lam 19t lQvan ban m~t, bi m~t Nha nuac, bi m~t cong tac va bi m~t nQi
dung dan thu khi~u n<;li,t6 cao Cllaca quan, t6 chilc va cong dan thea quy djnh Clla
phap lu~t du&im9i hinh thuc.

e) Quay phim, chVPanh, ghi am trong phong lam vi~c, phong h9P, tru truang
hQ'PduQ'cThuang trlJc Uy ban nhan dan Thanh ph6 ho~c Lanh d<;loVan phong phan
cong thlJc hi~n.

g) Phat tan tai li~u Cllaca quan, nQi dung cong vi~c Cllaca nhan phv trach len
cac trang m<;lngxa h9i ho~c binh lu~ len trang ca nhan; khong vu kh6ng, xuyen t<;lC,
n6i x~u lanh d<;lova d6ng nghi~p; khong gay meltdoan k~t n9i b9.
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i) Cac viec khac thea quy dinh cua phap lu~t v~ can bQ, cong chirc, phap lu~t
v~ phong, chong tham nhfing va cac quy dinh khac cua phap lu~t co lien quan.

Di~u 13. if ng xu cua can bQ, cong chirc, vien clnrc Lanh d~o, quan ly va
d&ng nghi~p

1. D6i voi CBCCVC lanh dao, quan ly phai xay dung, gift gin sir doan ket, dao
dire va van hoa cong vu trong t6 clnrc cua minh; nam bilt kip thai tam ly, ton trong va
phat huy dan chu, kinh nghiem, sang tao cua CBCCVC khi thuc hien nhiem vu, cong
vu; bao v~ danh du cua CBCCVC khi co phan anh, t6 cao khong dung sir that,

2. D6i voi cong chirc, vien clnrc, ngiroi lao dong:

a) Chap hanh quyet dinh cua ngiroi lanh d~o, qUIDIy; thuang xuyen chu dQng
sang t~o va chiu trach nhi~m tru&cphap lu~t khi thl,fchi~n nhi~m V\l duqc giao;

b) Khong duqc Iqi d\lng vi~c phat biSu y kiSn, vi~c gop y, phe binh lam t6n h~i
dSn uy tin cua can bQlanh d~o, quan Iy va d6ng nghi~p.

3. D6i v&id6ng nghi~p phai t'rngxu co van hoa, ton tr9ng, bao v~ danh dl,f,uy
tin, xay d\ffig doan kSt nQi bQ; co thai dQ trung thl,fc, than thi~n, hgp tac, ton tr9ng
giup dO'nhau hoan thanh t6t nhi~m V\lduqc giao.

Di~u 14. if ng xii' nO'i cong cQng

1. Ch~p hanh nghiem mc cac quy dinh cua phap lu~t va quy tilc sinh ho~t nai
cong cQng.

2. ThS hi~n van minh, lich Sl,ftrong giao tiSp, t'rngxu, trang ph\lc dS nguai dan
tin yeu.

3. Kip thai thong bao ngay cho ca quan, t6 chuc, dan vi co th~m quy~n biSt
cac thong tin v~ hanh vi vi ph~m phap lu~t.

4. Khong duqc vi ph~m cac chu~n ml,fcv~ thu~n phong my tl,lc t~i nai cong
cQngdS bao dam Sl,fvan minh, tiSn bQcua xa hQi.

5. Khong duqc lqi d\lng chuc V\l, quy~n h~n khi tham gia cac ho~t dQngxa hQi;
tiSp tay ho~c bao che cho cac hanh vi vi ph~m phap lu~t.

Di~u 15. if ng xu vOi nhan dan nO'i Cll' tru

1. Tich Cl,fCtham gia tuyen truy~n, ph6 biSn, giao d\lc phap lu~t.

2. Thl,fc hi~n quy chS dan chu ca so, tham gia sinh ho~t nai cu tm, chiu Sl,f
giam sat cua t6 chuc dang, chinh quy~n, doan thS va nhan dan nai cu tru.

3. Khong can thi~p trai phap lu~tVaGho~t dQngcua cac ca quan, t6 chuc, ca nh§.n
nai cu trli; khong tham gia xui gi\lc, kich dQng,bao che cac hanh vi trai phap lu~t.

4. Khong duqc vi ph~m cac quy dinh v~ d~o duc cong dan da duqc phap lu~t
quy dinh ho~c dffduqc c9ng d6ng dan cu th6ng nh~t thl,fchi~n.

Di~u 16. if ng xii' trong gia dinh

1. Tich Cl,fCtuyen truy~n, giao d\lc, v~ d9ng nguai than trong gia dinh guang
m~u ch~phanh nghiem chinh chu truang, chinh sich cua Dang, phap lu~tcua Nh<lnu&c.

2. Khong dS b6, my, vq ho~c chfmg, con, anh, chi em ruQt Iqi d\lng danh nghla
cua ban than dSV\l Iqi cho gia dinh va ban than.
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3. Khong duoc t6 chirc ciroi hoi, rna chay, rmrng tho, sinh nhat, tan gia va cac
viec khac xa hoa, lang phi hoac dS vu loi.

CmfONGV
f)IEU KHoAN THI HANH

f)i~u 17.Xu ly vi pham:
1. CBCCVC vi pham Quy dinh nay thi tuy thea mire d<)vi pham se bi xu ly

trach nhiem thea quy dinh cua phap luat hien hanh,

2. Viec thuc hien Quy dinh nay se la din cir dS danh gia, phan loai thea hieu qua
cong viec va binh xet thi dua khen thirong cuci nam cua CBCCVC thuoc Van phong.

f)i~u 18. TB chirc thuc hi~n:
1. Quy dinh nay co hieu lire nr ngay ky va thay thS nhtrng van ban truce day

quy dinh vS van hoa cong sa khong con phil hop tai Van phong Uy ban nhan dan
Thanhph6.

2. Toan thS CBCCVC Van phong Uy ban nhan dan Thanh ph6 co trach nhiem
thuc hien nghiem tuc Quy dinh nay.

3. Trong qua trinh thirc hien co v~n dS gi vuang m~c, Phong Hanh chinh - T6
chuc co trach nhi~m t6ng hgp, bao cao Lanh d~o Van phong dS diSu chinh, b6 sung
cho phil hgp.l.

VANPHONGUBNDTHANHPHO
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