UBND TINH LAI CHAU CONG HOA XA HOQI CHU NGHIA VIET NAM
SO CONG THUONG Poc 1ap - Tw do - Hanh phuc

QUY CHE
Vian hoa cong s¢ cia S¢ Cong Thuong tinh Lai Chau
(Ban hanh kém theo Quyét dinh s6 668 /OP-SCT ngay 08 /5/2020
cua So Cong Thuong tinh Lai Chau)

Pi¢u 1. Pham vi diéu chinh va déi twong ap dung

1. Quy ché nay quy dinh vé tinh than, thai do lam viéc; chuan muc giao
tiép, ung xu, chuan muc dao duc, 16i séng, trang phuc cua cong chirc, vién chirc
va nguoi lao dong; bai tri cong sé co quan S& Cong Thuong.

2. Quy ché nay ap dung d6i v6i cong chirc, vién chic va nguoi lao dong
lam viéc tai co quan S¢& Cong Thuong.

Picu 2. Nguyén tiic thwe hién viin héa cong sé

1. Phu hop véi truyén thong, ban sic van hoa dan téc va diéu kién kinh té -
xa hoi.

2. Phu hop vai dinh hudng xay dung doi ngii cong chirc, vién chirc chuyén
nghiép, hién dai.

3. Phu hop voi cac quy dinh cta phéap ludt va muc dich, yéu cau cai cach
hanh chinh, chu truong hién dai hoa nén hanh chinh nha nuéc.

Piéu 3. Tinh than, thai d6 1am viéc

Khi thuc hién nhiém vu cong chirc, vién chirc va nguoi lao dong cia So
Cong Thuong phai ¥ thirc vé trach nhiém, bon phan ctia ngudi thi hanh cong vu
nhu sau:

1. S&n sang nhan va nd lyc hoan thanh tbt moi nhiém vu dugc phan cong;
khong kén chon vi tri cong tac, chon viéc dé, bo viéc khd. TAm huyét, tan tuy,
guong mau lam tron chire trach, nhiém vu dugc giao.

2. C6 ¥ thuc to chire ky luat; sir dung hiéu qua thoi gid 1am viéc; tranh
lam viéc qua loa, dai khai, kém hiéu qua; nghiém chinh chap hanh ndi quy, quy
ché cua co quan; chu dong phéi hop trong thuc hi¢n nhi¢m vy, cong vu.

3. Ton trong va tan tuy phuc vy, khong dugc gay kho khan, phién ha, kéo
dai thoi gian xir 1y cong viée ctia co quan, t6 chirc va nguoi dan; khong tho o, vo

cam, thiéu trach nhiém trudc nhimng khé khan, birc xic cia Nhan dan.



4. Cong chirc, vién churc giit chitc vu 1anh dao, quan 1y phai guong mau,
cong tam, khach quan trong sir dung, danh gia can b, cong chirc, vién chuc va
ngudi lao dong thudc quyén quan 1y; khong loi dung vi tri cong tac dé 1am loi
cho ban than, chu dong xin théi chirc vu khi nhan théy ban than con han ché vé
nang luc va uy tin.

Piéu 4. Chuin muec giao tiép, tng xir

1. Trong giao tiép voi ngudi dan cong chire, vién chirc va ngudi lao dong
phai t6n trong, ling nghe, tin tinh huéng dan vé quy trinh xtr Iy cong viéc va
giai thich can k& nhimg thic mic cta ngudi dan; ngdn ngi giao tiép phai chuan
muyc. Thuc hién nghiém tic “4 xin, 4 lu6n”: xin chao, xin 161, xin cam on, Xin
phép; luén mim cudi, ludn nhe nhang, ludn ling nghe, ludn gitp dd.

2. Pbi voi dong nghiép: cong chirc, vién chic va nguoi lao dong phai c6
tinh than hop tac, twong trg trong thuc hién nhiém vu, cong vu; khong bé phai
gdy mat doan két noi bo co quan.

3. P6i v6i lanh dao cap trén: cong chirc, vién chirc va ngudi lao dong phai
tuan thu thr bac hanh chinh, phuc tung su Ianh dao, diéu hanh, phan cong cong
viéc clia cép trén; khong tron tranh, thoai thac nhiém vu; khong ninh bg léy long
vi dong co khong trong sang.

4. Cong chtrc, vién chuc gitr chirc vu lanh dao, quan 1y khong dugc duy y
chi, ap dit, bao thu; phai ton trong, ling nghe y kién cta cdp dudi; guong miu
trong giao tiép, ung xu.

5. Khi giao tiép qua dién thoai cong chirc, vién chiic phai xung tén, co
quan, don vi noi cong tac; trao d6i ngan gon, tap trung vao ndi dung céng viéc;
khong ngét dién thoai dot ngot.

Piéu 5. Chuan muec vé dao dirc, 16i song

1. Cong churc, vién chuc va nguoi lao dong phai khong nging hoc tap, tu
dudng, rén luyén vé dao duc, 16i séng; thuc hién can, kiém, liém, chinh, chi
cong vo tu; trung thyc, gian di, thrfmg than, chan thanh; khong co biéu hién co
héi, séng ich ky, ganh ghét, db ky.

2. Cong chuec, vién chure va nguoi lao dong khong dugce danh bac, td chirc
danh bac dudi moi hinh thirc, sa vao cac t€ nan xa hoi; khong duogc st dung do
ubng c6 con trong gid lam viée va gio nghi trua cia ngay lam viéce; hut thude 14
dung noi quy dinh; tuan thu ky luat phat ngon, khong sir dung mang xa hoi dé
khai thac, tuyén truyén cac thong tin chua duoc kiém ching, mot chiéu anh

huong dén hoat dong cong vu.



3. Cong chirc, vién chirc va ngudi lao dong phai tuan thu chuan muc
dao duc xd hoi, thuan phong my tuc, truyén thdng vin hoéa tbt dep cua dan
tdc; khong mé tin di doan va c6 nhitng hanh vi phan cam khi tham gia 1& hoi.

Piéu 6. Trang phuc, 1& phuc

1. Khi thyc hién nhiém vu cong chuc, vién chirc va nguodi lao dong phai
an mac gon gang, lich su, di giay hoac dép cd quai hau. Trang phuc phai phu
hop véi tinh chit cong viéc, thuan phong, m¥ tuc cia dan toc. Di véi cong chirc
thanh tra c¢6 trang phuc riéng thi thue hién theo quy dinh cua nganh thanh tra.

2. L& phuc cua cong chirc, vién chire 1a trang phuc chinh thirc dugc sir
dung trong nhitng budi 1&, cudc hop trong thé, cac cudc tiép khach nudc ngoai:

- L& phuc nam: bd comple, 40 so mi, cravat, di giay.

- L& phuc nit: 40 dai truyén thong, bd comple nit, di gidy hoic dép co
quai hau.

- Béi voi cong chire, vién chire 1a nguoi dan toc thiéu sb, trang phuc ngay
hoi dan tdc ciing coi 1a 1€ phuc.

Picu 7. Thé can bd, cong chirc, vién chirc va nguwoi lao dong

1. Cong chtrc, vién chiic va nguoi lao dong phai deo thé khi thi hanh
nhiém vy, cong vu.

2. Cong chuc, vién chirc va nguoi lao dong phai bao quan, gitr gin thé,
khéng cho nguoi khiac muon thé. Truong hop 1am mat theé, hong thé cong chiic,
vién chirc va nguoi lao dong phai chiu chi phi dé 1am thé moi.

3. Vin phong S& co trach nhiém hudng dan 1am thé cho cong chic, vién
churc va nguoi lao dong cua So.

Piéu 8. Bai tri cong sé

1. Phong 1am viéc phai c6 biéu ghi rd tén don vi hodc tén c4 nhan,
chtrc danh.

2. Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngin nap,
khoa hoc, hop ly.

3. Vin phong S6¢ c6 trach nhiém bd tri phong hop, phong tiép khach
tién nghi, trang trong, sach s€ dam bdo thuan ti¢n cho cac cudc hop, lam viéc
tai co quan.

Piéu 9. To chirc thwe hién

1. Truéng cac phong, don vi tryc thudc Sé 6 trach nhiém quan triét va to
chtc thue hién nghiém quy ché nay. Thuong xuyén kiém tra, giam sat viéc thuc
hién quy ché cta cong chirc, vién chic, nguoi lao dong thude thim quyén quan
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ly va dua viéc thuc hién Quy ché vao tiéu chi danh gia, phan loai hang nam d6i
vo1 cong chure, vién chiec.

2. Trong qua trinh thuc hién, truong hop c6 nhimg van dé& vuéng mic,
phat sinh cac phong, don vi truc thudc So phan anh vé 1anh dao So (qua Vian
phong S&) dé xem xét stra doi, bd sung cho phu hop./.

Nguyén S§ Chin
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