UBND TINH QUANG NGAI CONG HOA XA HOQI CHU NGHIA VIET NAM

BAN DAN TQC Poc 1ap - Tw do - Hanh phc
S5: 400 /QDP-BDT Quang Ngai, ngay 28 thang 6 nim 2019
QUYET PINH

Ban hanh Quy tic #ng xir, vin héa cong vu cia cong chitc,
ngwoi lao dong co quan Ban Dan toc tinh Quang Ngai

TRUONG BAN DAN TQC TINH QUANG NGAI
Can cur Luat can bo, céng chirc nam 2008;

Can ctr Quyét dinh s6 129/2007/QD-TTg ngdy 26/8/2007 caa Tha tudng Chinh
phu ban hanh Quy ché vin hda cdng s tai c&c co quan hanh chinh nha nuéc;

Can cir Quyét dinh sb 1847/QD-TTg ngdy 27/12/2018 cua Thu tuéng Chinh pha
vé viéc phé duyét Bé an Vin hoa cong vu;

Can cir Quyét dinh sd 03/2007/QD-BNV ngdy 26/02/2007 cua Bo Noi vu vé viéc
ban hanh quy tic @ng xir cua can bo, cdng chirc, vién chic 1am viéc trong bé méay chinh
quyén dia phuong;

Cin cir Quyét dinh sé 20/2013/QP-UBND ngdy 07/5/2013 caa UBND tinh
Quang Ngéi ban hanh Quy dinh mot sb bién phédp chan chinh ky luat, ky cuong hanh
chinh cua tinh Quang Ngéi;

Cin cir Quyét dinh sb 29/2015/QP-UBND ngdy 10/7/2015 caa UBND tinh
Quang Ngai vé viéc ban hanh Quy dinh chirc ning, nhiém vu, quyén han va co ciu to
chirc cua Ban Dan toc tinh Quang Ngéi;

X ét dé nghi caa Chéanh Vin phong Ban,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy tic tng xt, vin hda cong vu cua
cong chac, nguoi lao dong lam viéc trong cac phong, co quan cua Ban Déan toc tinh
Quang Ngai.

Piéu 2. Quyét dinh ndy c6 hiéu luc thu hanh ké tir ngay ky.



Piéu 3. Chéanh Vin phong, Truéang cac phong, thudc Ban va cong chie, ngudi lao

dong Ban Dan toc tinh chiu tréch nhiém thi hanh Quyét dinh nay./.

Noi nhdn:

- Nhu Biéu 3;

- UBND tinh Quang Ngéi;

- Chi bo Ban,

- Lanh dao Ban;

- Trang thong tin dién tir Ban,
-Luu VT, MT(01).
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UBND TINH QUANG NGAI CONG HOA XA HOQI CHU NGHIA VIET NAM
BAN DAN TQC Poc 1ap - Tw do - Hanh phuc

QUY TAC UNG XU, VAN HOA CONG VU
Cua cong chirc, nguoi lao dong co quan Ban Dan tgc tinh Quang Ngai
(Ban hanh kém theo Quyét dinh sé 400/QP-BDT ngay 28 thang 6 nam 2019 cia
Truong Ban Dan tgc tinh Quang Ngéi)

Chwong |
QUY PINH CHUNG
Piéu 1. Pham vi diéu chinh

Quy tic ndy quy dinh cac chuan muc xtr ly, van hda céng vu caa cong chirc
va nguoi lao dong cua co quan Ban Dén toc tinh Quang Ngéi trong thuc hién cac
nhiém vu, céng vu va quan hé xa hoi.

Piéu 2. Péi twong &p dung

Déi tuong &p dung tai Quy tic ndy la cdng chic, nguoi lao dong lam viéc
trong co quan Ban Dan toc tinh Quang Ngai.

Piéu 3. Muc dich

1. Bam bao sy liém chinh va nang cao y thic trach nhiém, tinh than phuc vy
nhan dan, su tan tuy cdng viéc caa cdng chirc va nguoi lao dong.

2. Thyc hién c6 hiéu qua Quy ché van héa cong vu, tng xir, 1& 16i 1am viéc,
chuan muc caa cong chic, nguoi lao dong; dam bao tinh chuy@n nghiép, tréch
nhiém, nang dong, minh bach, hiéu qua trong hoat dong thuc thi nhiém vy, cong vu;
dap tng yéu cau phuc vu nhan dan, phuc vu x& hoi; nang cao dao duc cong vu, ting
cuong ky cuong hanh chinh caa céng chic; phong chéng tham nhiing; ké thira, phét
huy céc giatri van hoatét dep cua dan toc.

3. Thuc hién co6 hiéu qua Nghi quyet Trung uong 4 khda XII vé tang cudng
xay dung chinh dén bang, ngan chan, day IUi sy suy thodi tu tuong chinh tri, dao
duc, 16i sdbng, nhitng biéu hién “tu chuyén bién”, “tu chuyén hoa” trong ndi bo cong
chire, nguoi lao dong cua Ban Dan toc.

4. Lam can cir de Thi truéng co quan theo tham quyén dugc phan cip xi Iy
trach nhiém khi cdng chirc va nguoi 1ao dong vi pham cac chuan muc trng xur trong
thi hanh nhiém vy, cdng vu va quan hé xa hoi.

5. Lam cin cir dé céc to chac va nhan dan gidm sét viéc chap hanh phép luat



cua cdng chirc, nguoi lao dong thuoc Ban Dan toc; thuc hién ¢ hiu qua quy ché
dan chu co so trong co quan.

6. D& cao trach nhiém cua nguoi dung dau co quan, t6 chic trong thuc hién
vin hoéa cdng vu va trong thuc hién quy tic ang xir cia Ban Dan toc tinh Quang
Ngal.

Chwong 11

NHUNG VIEC CONG CHUC, NGUOI LAO PONG PHAI LAM VA
KHONG PUQC LAM KHI THUC HIEN NHIEM VU, CONG VU, VAN
HOA UNG XU CUA CONG CHUC TRONG CO QUAN BAN DAN TQOC

Piéu 4. Nhirng viéc phai lam ddi véi cong chirc, ngudi lao dong khi thuc
hién nhiém vu, cong vu

1. Khi thuc hién nhiém vy, cong vu phai chap hanh céc quyét dinh cua thu
truong co quan valanh dao quan Iy truc tiép. Truong hop co quyét dinh cua cip trén
tryc tiép thi cdng chirc, nguoi lao dong phai thuc hién theo quyét dinh caa cip co
thim quyén cao nhat, ddng thoi cé tréch nhiém béo céo két qua véi cap quan Iy truc
tiép cua minh vé viéc thuc hién quyét dinh d6 (trir nhitng van dé quy dinh bi mat).

2. Khi thyc hién quyét dinh cua cip cé thim quyén, néu phét hién thay quyét
dinh @6 tra phap luat hoac khdng phu hop véi thuc tién phai b&o céo ngay véi nguoi
ra quyét dinh, Trong trudng hop van phai chap hanh quyét dinh thi phai béo céo lén
CAp trén truc tlep cuia nguoi ra quyét dinh va khdng phai chiu hau qua gay rado viéc
thue hién quyét dinh dé.

3. Khi thyc hién quyét dinh caa cap 1&nh dao, quan Iy néu quyét dinh d6 doi
hoi phai phdi hop véi cac cong chirc, ngudi lao dong trong cling co quan hoic can
bo, cong chirc, vién chic trong c&c co quan, don vi, t6 chic khéc c6 lién quan thi
phai phdi hop dé thyc hién nhiém vu, cdng vu dat hiéu qua. Truong hop vuot thim
quyén thi phai bé&o céo kip thoi vai 1anh dao quan Iy truc tiép (d6i véi cong chire coa
phong) hoic 1&nh dao Ban phu tréch hoic thu truéng co quan (d6i véi Truong
phong) dé trién khai thuc hién kip thoi dam bao hoan thanh nhiém vu duoc giao Véi
hiéu qua cao nhat.

4. Khi duoc cap c6 tham quyen giao tra 1oi, hudng din, giai quyét céc yéu
Cau cua co quan, don vi va cong dan vé nhitng noi dung cong viéc cé lién quan dén
thim quyén, trach nhiém duoc phan cong, cong chirc phai ¢ trach nhiém hudng
dan, tra 101 va cung cap day du, chinh xéc nhitng théng tin can thiét co lién quan va
phai dam bao ding thim quyén, thoi gian quy dinh. Néu phai kéo dai qua thoi gian
guy dinh thi phai giai thich rd ly do va théng bao céng khai cho co quan va céng dan
biét. Trong thuc thi nhiém vu, cdng vu phai ling nghe, tiép thu y kién phan anh caa
céc co quan, don vi va cdng dan, ghi chép dy du ndi dung, néu cd théng tin khéng
rd phai kip thoi x&c minh lai va chiu tréch nhiém vé hanh vi caa minh theo quy dinh
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cua phap luat.

5. Cbng chirc, nguoi lao dong khi lam viéc tai co quan phai mat trang phuc
gon gang, lich su, di giay, hoac dép cbé quai hau, trang phuc phai phu hop véi tinh
chat cong viéc, dic thi trang phuc nganh va thuan phong, my tuc cia dan toc; chap
hanh nghiém tdc gio giac, ky luat caa lao dong trong co quan; khéng s dung gio
hanh chinh @& l1am viéc riéng; khéng gay on &o, ¢ hanh vi thiéu van héa noi co
quan, cdng sd; gitr uy tin, danh dy cho co quan, don vi, 18nh dao va dong nghiép.

6. Khi hoi hop, giao tiép véi 1anh dao, dong nghiép, can bo, cong chic, vién
chirc va cong dan phai ¢ tha do ton trong, lich su, ciu thi, hda nha, vian minh, tan
tinh, hudng dan, giai thich can k& nhitng thic mic cua ngudi dan. Ngbn ngit giao
tiép phai chuan muc, ré rang, mach lac, khéng vong vo, ndi tuc, 16n tiéng, quét nat;
khi giao tiép phai thuc hién “4 xin”, “4 luén”, cu thé: xin chao, xin 16i, xin cam on,
xin phép; 1uén miém cudi, lubn nhe nhang, 1udn ling nghe, ludn gidp d3.

7. Trong quan ly va chi dao thyc hién nhiém vy, cong chic gitr chirc vu lanh
dao, quan Iy ¢ co quan phai céng tam, khach quan, nim bit mot céch kip thoi tam
ly, nguyén vong, kha nang cua cdng chic, ngudi lao dong thudc tham quyén quan ly
dé co phuong phép diéu hanh, bd tri, sip xép, giao nhiém vu phil hop nham phét huy
kha nang, kinh nghiém, tinh sang tao, chu dong trong viéc thuc hién nhiém vy; phat
huy dan cha; ton trong va tao niém tin ddi voi cong chirc va ngudi lao dong; ting
cudng tréch nhiém ngudi ding dau trong viéc thuc thi nhiém vy, cong vu dugc giao;
bao vé danh du cho cdng chirc, nguoi lao dong thudc thim quyén khi bi phan anh, t6
cao khdng ddng sur that.

8. Cong chirc, nguoi lao dong khi thuc hién nhiém vu phai ton trong nguoi
1anh dao, quan ly; phuc ting cip trén va chap hanh nghiém nhiém vu dugc giao,
phét huy tinh than ty cha, tu chiu tréch nhiém; cd tréch nhiém déng gop y kién trong
hoat dong, diéu hanh caa 1anh dao Ban Dan toc tinh, gitr gin su doan két, tinh thong
nhat trong tap thé, phdi hop hiéu qua, thuc chat véi cong chire, nguoi lao dong trong
co quan nham xay dung tap thé phong, Ban Dan toc ngay cang phét trién.

9. Cong chuc, nguoi lao dong trong co quan phai khdng ngurng tu hoc tap, tu
dudng, rén luyén vé dao duc, 16i song, thuc hién can, kiém, liém chinh, chi cong vo
tu; phai tuyén truyén, van dong gia dinh, nguoi than chip hanh tét cac quy dinh,
chinh sach, phép luat cua nha nudc; tudn tha chuan muc dao dic gia dinh va xa hoi,
thuan phong, my tuc, truyén thong van hda tét dep caa dan toc; phai tudn tha ky luat
phat ngén.

Piéu 5. Nhitng viéc khéng dwec 1am ddi véi cong chirc, nguoi lao dong
khi thwc hién nhiém vu, cong vu

1. Cong chuc \{é nguoi lao dong khéng duoc vi pham hoac lam trédi nhirng quy
dinh tai Bicu 4 Quy tac tng Xt nay.



2. Khdng duoc hoi 16, nhan héi 16 hoac goi ¥ hoi 16 dusi moi hinh thic;
khong dugc mao danh dé giai quyet cong viéc; khong loi dung danh nghia co' quan,
muon danh tha truong co quan, don vi giai quyét cdng viéc cua ca nhan.

3. Khdng duogc gy kho khan, phién hd, voi vinh, kéo dai thoi gian xir Iy cong
viéc, hodc tir chdi phdi hop khi thuc hién nhiém vy, céng vu caa cdng chic, ngudi
lao dong ddi véi co quan hodc céc co quan, don vi, t6 chirc khéc va nhan dan cé
lién quan; khéng duoc thd o, vé cam, thiéu trach nhiém truée nhitng khé khan, birc
xUc cua ngudi dan.

4. Khi thuc hién nhiém vy, cong vu dé xay ra hau qua anh huéng dén hoat
dong caa co quan minh, cua co quan, don vi, té chirc khéc hoac vi pham dén quyén
loi chinh déng, danh du va nhan pham caa cong dan thi phai chiu tréch nhiém theo
quy dinh cua phép luat.

5. Cong chirc giit cac chac vy 1anh dao, quan ly co tham quyén khong duoc
loi dung vi tri cong tac dé bo nhiém nguoi than quen; khdng vudng vao “tu duy
nhiém ky”’; khéng duoc duy y chi, 8p dat, bao tha; khéng kén chon vi tri cong téc,
chon viéc d&, bo viéc kho; cha dong xin théi giit chirc vu khi thay ban than con han
ché vé nang luc vauy tin.

6. Cong chtrc, nguoi lao dong trong co quan khdng dugc bé phéi, gay mat
doan két noi bo co quan, to chic; khdng trén tranh, thodi théc nhiém vu; khéng ninh
bo 1y long vi dong co khéng trong sang; khong cé biéu hién co hoi, sdng ich ky,
ganh ghét, d6 ky

7. Can bo, cong chirc, nguoi lao dong trong co quan khéng dugc danh bac, sa
Va0 c&c té nan x& hoi; khong duoc chét kich thich (ma tdy va cac chat nhu ma tuy);
khong st dung d6 ubng co cn trong gio 1am viéc va gio nghi trua; khdng mé tin, di
doan va cé nhitng hanh vi phan cam khi tham gia & hoi.

8. Khi nhian phan &nh cua to chirc, cong dan vé viéc minh thuc hién nhiém vu
khéng ding quy dinh caa phép luat phai kip thoi, khan truong x&c minh, béo céo
1anh dao va stra chita, khic phuc, khdng duoc che diu, bung bit hoic 1am sai 1éch
ndi dung phan anh.

9. khéng duoc 1am sai 1éch hd so, tai liéu lién quan dén yéu cau cua co quan,
don vi, t6 chirc va cong dan khi dugc giao nhiém vu giai quyet.

1Q. Kh(“)ng duogc lam 1o bi mat Nha nuéc, bi mat cong tac va bi mat noi dung
don khiéu nai, t6 cao cua cong dan, co quan, don vi, to chic theo quy dinh caa phap
luat.
_ Chuwong 11 .
NHUNG VIEC CONG CHUC VA NGUOI LAO PONG

BAN DAN TQC PHAI LAM VA KHONG BPUQC LAM
TRONG QUAN HE XA HOI
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Piéu 6. Nhirng viéc cong chirc va nguoi lao dong phai 1am & khu dan cw
(noi cw trd, sinh song)

1. Guong mau chap hanh tét phdp luat, quy dinh cia Khu dan cu noi minh cu
trQ; tham gia tuyen truyén, phd blen giao duc phdp luat; hudng g cac phong trao
toan dan doan két xay dung doi sdng van hoa, gop phan giit gin an ninh, trat ty &
khu dan cu.

2. Guong mau va van dong gia dinh, nguoi than chap hanh tét chinh sach vé
dan sb, ké hoach hoa gia dinh cua Nha nudc; phong chong bénh tat, té nan xa hoi;
bao vé sirc khoe, bao vé mai trueong khu dan cu.

Piéu 7. Nhirng viéc cong chirc khéng dwec 1am trong quan hé xa hi (&
khu dan cw, noi ¢, noi cw tru)

1. Khdng dugc td chirc cac hoat dong cudi hoi, ma chay, mirng tho, sinh nhat,
tan gia, thang chirc cua ban than va gia dinh vi muc dich vu loi, gay phan cam, du
luan xa hoi.

2. Khéng té chtrc va tham gia dénh bac hoic t6 chirc cac hoat dong trai phap
luat.

3. Khéng tham gia, kich dong hoac bao che cac hanh vi tréi phdp luat cua
nguoi than, gia dinh va cua nguoi khéc.

4. Khong loi dung chirc vu, quyén han, nhan danh co' quan, dé tao thanh thé
khi tham gia cac hoat dong trong xa hoi, tham gia cac lé hoi, to chire phi Chinh phu,
& khu dan cu noi minh sinh song; Khéng sir dung tai san, phuong tién cong hoac
ngan sach nha nudc cho cac hoat dong xa hoi ma minh tham gia véi tu cach ca
nhan.

Piéu 8. Nhitng viéc cdng chitc, ngudi lao dong khdng dwec 1am nei cong
cong

1. Khong vi pham cac noi quy, quy dinh noi cong cong; khong vi pham cac
chuan muc veé thuan phong my tuc, ban sac van héa dan toc Viét Nam noi cong
cong.

2. Khong vi pham cac quy dinh vé dao diic cdng dan, nép song van hoéa da
duoc phap luat quy dinh hoac da duoc cong dong dan cu thong nhat thyuc hién.

Chwong 1V

TRACH NHIEM CUA CONG CHUC, NGUOI LAO PONG BAN DAN
TOC

Piéu 9. Tréach nhiém ciia cong chitc, ngwoi lao déng cia Ban Dan téc
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1. C6 tréch nhigm thuc hign day du, nghiém tic, ding cac quy dinh tai Quy
tac ng Xt nay.

2. C6 tréch nhiém van dong cong chirc, nguoi lao dong trong co quan thuc
hién ding quy dinh tai Quy tic tng xu nay ; phat hi¢n va bao cao kip thoi cho
ngudi 6 tham quyén trong co quan vé nhitng vi pham cua cong chirc va ngudi lao
dong trong co quan Ban Dan toc tinh. Moi ¢ong chic, nguoi lao dong trong co
quan phai tu giac, néu guong thuc hién co hi¢u qua cac ndi dung quy dinh Quy tac
ung xur nay, kip thoi bao cao, kien nghi thu truong co quan, don vi nhitng bat cap,
chua phu hgp dé diéu chinh bé sung dam bao thuc hién c6 hiéu qua.

~ 3. Viéc thyc hién Quy tic nay duoc 1ong ghép vao noi dung dénh gia, kiem
diém cudi nam cua céng chic va nguoi lao dong Ban Dan toc.
Chwong V
XU LY VI PHAM, KHEN THUONG

Piéu 11. Xt ly vi pham

Cong chirc, nguoi lao dong cua Ban Dan toc néu vi pham céc quy dinh tai
Quy tac nay thi tuy tinh chat, mic d6 vi pham bi xi ly ky luat, xu ly trach nhiém
theo quy dinh cua phap luét; nhirng vi pham cua cong chuc, nguoi lao dong thuoc

quyén quan ly cia phong, co quan ndo thi nguoi ding dau va cap phd cua nguoi
dung dau phong, co quan d6 phai lién déi chiu trach nhiém theo quy dinh phép lut.

Piéu 12. K hen thwéng

Céc cong chuac, nguoi lao dong chap hanh tot quy dinh tai Quy tic nay thi
hang nam dugc xem X(f:t khen thusng theo quy dinh cua Phap luat vé Thi dua, Khen
thuong; [am tiéu chi dé xét cdng nhan danh hi¢u “Chién sy thi dua co s6” vao cuoi
nam.

Chwong VI
TO CHUC THUC HIEN
Piéu 13. Tréach nhiém caa cac phong thudc Ban Dan téc tinh Quang Ngéi
1. Trusng céc phong thuoc Ban Dan toc c6 tréch nhiém pho bién Quy tac nay

deén toan thé cong chirc va nguoi lao dong phong minh quan ly dé to chac thuc hién
nghiém tuc; thuong xuyén theo ddi, danh gia rat kinh nghiém dinh ky hang quy, 6
thang va nam bao co két qua thyc hign vé Truong Ban (qua Van phong Ban) trugc
ngay 25 thang cuoi quy vatrudc ngay 15 thang 12 hang nam.

2. Van phong Ban ¢6 trach nhi¢ém tham muu gitip Truong ban thuc hién kiém
tra, d6n doc, gidm sat thuc hién Quy tac nay tai cac phong, co quan thudc Ban.

3. binh ky hang quy, 06 thang va tong két nam, Vian phong Ban chu tri, phdi
hop véi céc phong tong hop, béo céo Truang ban tinh hinh, két qua thuc hién Quy
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tic tng xir, van hda cong vu caa cdng chirc ngudi lao dong thudc Ban Dan toc.

4.Trong qué trinh to chac thuc hién c6 vuong mét, phét sinh thi truong céc
phong, kip thoi bao co lanh dao Ban dé dicu chinh, sira doi, bong sung nham thuc
hién dat két qua.
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