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BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic

S6: 3947 /BNV-TCCB Ha Noi, ngay 13 thang 08 nim 2021
V/v thue hién Quy tic tng xir
cta cong chire, vién chitc va

ngudi lao dong BO No1 vu

1\“ )1'(14)1’““ Cl ‘”J AN leh glri: Céc co quan, don vi thudc va tryc thude Bo

T S IH.Q.A .............

Ngay:...].d.-08:.2021.

.................... Ngay.23/6/2021, B4 Noi vu dd ban hanh Quyét dinh s§ 758/QD-BNV vé
Luu ho s s:... vige.ban. hanh Quy tdc g xtr cia can bd, cdng chirc, vién chic va ngudi lao

dong BO Noi vu. Theo Ké hoah cong tic, Bd Noi vu s& tién hanh td chiic budi
tuyén truyén, phd bién, quéan triét Quy tic dén toan thé can bd, dang vién, cong
chire, vién chtrc va ngudi lao dong cia Bo. Tuy nhién, do tinh hinh dich bénh
Covid -19 din bién phtrc tap nén khong thé t5 chirc theo Ké hoach. Thyc hién ¥
kién chi dao cua Lanh dao B6, Vu T chirc can bd dé nghi c4c co quan, don vi
thude va truc thude Bo td chic tuyén truyén, phd bién, quan triét Quy tac dén
toan thé can bo, céng chirc, vién chirc va ngudi lao dong cuia don vi.

Két qua thuc hién cta co quan, don vi bdo cdo vé Bd Noi vu (qua Vu TH
chitc cén bd) truéc ngiy 20/8/2021. Trong qua trinh t6 chic thuc hién c6 gi
vudng mic kip thoi phdn 4nh vé Vu T chic can bo dé tdng hop bdo cdo Lanh
dao B) xem xét, cho y kién chi dao./.

Noi nhin:

- Nhur trén;

- B4 trudng (dé blc);
- Luvu: VT, TCCB.
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BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

S6: 758 /QD-BNV Ha Néi, ngay 23 thang 06 nam 2021

QUYET PINH
Ban hanh Quy tiac Grng xir cia can b9, cong chire,
vién chire, ngwoi lao dong ctia BY Noi vu

BO TRUONG BQ NOI VU

Ciin etk Ludt Cén bj, cong chire s6 22/2008/QH12 ngay 13 thing 11 nam 2008,
Cén cik Ludt Vién chire s6 58/2010/QHI12 ngay 15 théng 11 nim 2010;
Can cir Luat s6 52/2019/QH14 ngay 25 thang 11 nam 2019 sira doi, bé
sung mot so dieu cua Ludt Can bg, cong chirc va Ludt Vién chic,
Cén cit Nghi dinh s6 34/201 7/ND-CP ngay 03 thang 4 nam 2017 ciia Chinh
phii quy dinh chitc ndang, nhiém vu, quyén han va co cau to chitc ciia Bo Noi vy,
Can cit Nghi dinh Sé 59/2019/ND-CP ngay 01 thang 7 nam 2019 ciia Chinh phu
quy dinh chi tiét mot so diéu va bién phdp thi hanh Ludt Phong, chong tham nhiing;
| Ciin i Thong tws6 01/2021/TT-TTCP ngdy 11 thang 3 niim 2021 ciia Tong
Thanh tra Chinh phi quy dinh Quy tac img xi cia cdn bg, cong chitc, vién chirc
trong nganh Thanh tra va can bg, cong chure lam cong tac tiép cong dan,
Cdn cit Quyét dinh so 1847/0D-TTg ngay 27 thang 12 nam 2018 cua Thu
tudng Chinh phu phé duyét Dé an Van hoa cong vu,
Theo dé nghi cua Vu truong Vu T 6 chire cdn bé.
QUYET PINH:
Pitu 1. Ban hanh kém theo Quyét dinh nay Quy tic tmg xir ciia can bo,
cdng chirc, vién chirc va ngudi lao dong ctia BO No1 vu.
Piu 2. Quyét dinh nay c6 hidu lyc thi hanh ké tir ngdy ky.
| Bai bé Quyét dinh s6 2816/QD-BNV ngay 29 thang 11 ndm 2017 clia B
trudmg B Noi vu vé viée ban hanh Quy tdc tmg x{r ciia can bg, cdng chirc, vién
chirc va nguoi lao ddng cia B& Noi vu.
Piéu 3. Ngudi ding dau cac co quan, don vi, td chirc thude va truc thude
B§; cdn b9, cong chire, vién chirc va ngudi lao dong lam viée trong cac co quan,
don vi, to chirc thudce va trye thudc Bo chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: BQ TRUONG

- Nhu Bidu 3; e

- B9 trudng;

- Céc d/c Thir trudng;

- Ban Chi dao TW vé phong, chéng tham nhiing;

- Cbng Théng tin dién tir ctia By;

-Céc co quan, don vi, td chitc thude va truc thude
B& (dé t/h);

- Luu: VT, TCCB (5b).
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BO NOQI VU CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

QUY TAC
UNG XU CUA CAN BQ, CONG CHU'C, VIEN CHUC,
NGUOI LAO PONG CUA BO NOI VU
(Ban hanh kém theo Quyét dinh s6 758 /OD-BNV ngay 23 thing 06 ndm
2021 cua Bé truong Bo Noi vu)

Chwong I
MUC PICH, POI TUQNG, PHAM VI

Diéu 1. Muc dich

1. Néang cao van hoa cong vy, gbp phan hinh thanh phong cach tng xtr, 1€
101 1am viéc chuan myce ctia ddi ngili can bd, cong chirc, vién chirc, ngudi lao dong
ctia B9; dam bdo tinh chuyén nghiép, liém chinh, trach nhiém, nang dong, minh
bach, hi¢u qua trong hoat ddng thuc thi nhiém vu.

2. La co s dé mdi c4 nhan can bd, cdng chire, vién chite va ngudi lao dong
tu di€u chinh hanh vi cia minh nham dat t&i cac gia tri van hoa.

3. Thuc hién cong khai cdc nhiém vy, cdng vu va mot sO quan hé xa hoi
lién quan dén viéc thuc thi cong vu clia can bd, cong chirc, vién chirc, nguoi lao
dong; nang cao y thirc, trach nhiém cta can bd, cong chirc, vién chirc, ngudi lao
dong trong cdng tac phong, chong tham nhiing.

4. B¢ cao trach nhi¢ém ctia nguoi diing dau co quan, don vi trong thire hién
van hda cong vy; lam cdn clr dé€ cac co quan, don vi ¢6 tham quyén xem xét trach
nhiém khi can bg, cong chirc, vién chire, ngudi lao dong vi pham cdc chuan muyc
XU sy trong thi hanh nhiém vu, cong vu va trong quan hé xa hoi, dong thai 1a can
ctr d¢ nhén dan giam sat viéc chap hanh cac quy dinh phap ludt ctia can bg, cong
chtre, vién chirc, nguoi lao dong.

Diéu 2. Pham vi diéu chinh va doi twgng 4p dung

1. Pham vi 4p dung Quy tdc nay bao gom: Cac co quan, to chire, don vi
thudc va truc thudec Bo No1 vu.

2. o1 tuong 4p dung tai Quy tac nay la tat ca can bd, cdng chire, vién chirc,
nguoi lao dong lam vigc trong cdc co quan, don vi, to chire thude va truc thude
B& No61 vu.



Chuong 11
QUY TAC UNG XU CHUNG

Diéu 3. Trang phuc, tac phong, 1€ 10i, noi lam viéc ciia can b, cong
chire, vién chire va nguoi lao dong

Khi lam viéc tai cong s& va trong thoi gian thuc thi nhiém vu, cong vu can
bd, cong chirc, vién chirc, ngudi lao dong phai tudn theo cac quy dinh sau:

1. Mic trang phuc cong sé lich su, dau téc gon gang, di gidy hodc dép co
quai hau. Trang phuc phai phut hop véi tinh chit cong viée, dic thu ciia Nganh va
thudn phong, m¥ tuc ctia dan tdc (quén, 4o kin d4o, vay dai qua dau gdi, khong
Xé ta qué cao, khong duge mic quan bd, 40 phong khong b ve cd). Khuyén khich
ntt can b, cong chirc, vién chirc, nguoi lao ddng méc trang phuc dan tdc vao cac
ngay 1€, tét hodc cac dip dic biét ctia Bo. Déi voi nganh, linh vuc ¢6 trang phuc
riéng thi thue hién theo quy dinh riéng.

2. Tu thé, tic phong, cir chi nghiém tic; thai do niém nd, hoa nhi, khiém
ton, 1€ phép, ton trong ngudi giao tiep; st dung ngdn nglt chudn myc, rd rang,
mach lac.

3. Can b0, cong chirc, vién chire va nguoi lao dong phai deo hodc cai thé
tén, phu hiéu, chtrc danh ding quy dinh.

4. Khong 1am viée riéng, giy mat trat ty trong gid 1am viéc.

5. Khéng hat thudc 14 tai co quan, phong 1am viée; khong st dung d6 udng
c6 cdn trude va trong gidy 1am viée, gir nghi trua cic ngdy lam viée (trr trudng hop
dugc cip co thdm quyén phan cdng di tiép khach theo nghi thirc 1& tAn ngoai giao).

6. Khong deo tai nghe, md nhac, nghe nhac, choi dién tir va cac thiét bi giai
tri ¢4 nhan trong gid lam viéc.

7. Giit gin vé sinh noi cong s& va not lam viéc; khong thép huong, khong luu
trlt cac hinh anh, ndi dung van hoa ph?lm d6i truy, tai liéu chéng Dang, Nha nudc.

A ¥ 2 = r A A r . A I 5 ) A
Picu 4. Ung xir ciia can b, cong chirc, vién chire va ngwdi lao dong
trong thue thi cong vu

1. Nhiing viéc can bd, cong chirc, vién chirc, ngudi lao dong phai lam:

a) Trung thanh véi Nha nude Cong hoa xa hoi chi nghia Viét Nam; bao vé
danh du T4 quéc va loi ich quéc gia; tén trong va tan tuy phuc vu nhan dan. Khi
thue hién nhiém vu, cdng vu, can bd, cong chire, vién chtrc phai y thire rd vé chiic
trach, bon phén cta ban than, san sang nhan va nd luc hoan thanh t6t moi nhiém
vu duoc giao.
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b) Thuc hién dung va diy du cac quy dinh vé nghia vu cta cén bd, cong
chirc, vién chirc, ngudi lao déng theo quy dinh ctia phap ludt vé can bd, cong
chite, vién chire va phap luét lao dong.

¢) Trong qué trinh thye thi céng vu ma tiép xuc truc tiép, hodc bing vin
ban hanh chinh hodc qua céc phuong tién thong tin (dién thoai, thu tin, qua mang
internet...) v6i to chirc va cong dan thi phai bao dam théng tin trao ddi dang noi
dung cong viéc ma td chirc va cong dan cin huéng dan, tra 15i; phéi tén trong,
ling nghe, tin tinh huéng din v& quy trinh x@ 1y cong viée va giai thich cin ké
nhiing thdc mic cta td chie va cong dan. Thuc hién “4 xin, 4 luén™: xin chao,
xin 161, xin cdm on, xin phép; luén mim cudi, ludn nhe nhang, luén l:fmg nghe,
ludn giup da.

d) C6 trach nhiém huéng din cong khai cho t6 chire, cong dan quy trinh thyc
hién da dugc cip c6 thAm quyén phé duyét bao dam céc yéu ciu ctia to chirc va
cong dan duoc giai quyét dung quy dinh ctia phap luét, ding thoi gian quy dinh.

Trudong hop cdng viée bi kéo dai qua thoi gian quy dinh, can b, cong chire,
vién chire, ngudi lao dong co trach nhiém béo cdo ngudi ding dau co quan, don
vi, tO chitc bz‘ing van ban néu rd Iy do qua han, thoi gian dé nghi gia han thuc hién
nhiém vy, ddng thoi théng bio cong khai cho t chire va cong dan cb yéu cau biét
1o 1y do.

d) Riéng dbi véi cong chirc, vién chirc & linh vye Thanh tra va cdc hoat
dong nghé nghiép khac, ngoai viée thyc hién nhitng quy dinh ctia Quy tic nay,
phai thyc hién nghiém tic cdc chuan myc dao dirc nghé nghiép quy dinh.

¢) Phai chiu trach nhiém trude phap luat vé hanh vi cia minh.
2. Nhitng viéc can bd, cong chire, vién chirc, ngudi lao ddng khong duge lam: -

a) Sa vao cdc t& nan xa hdi dudi moi hinh thirc; loi dung chirc vy, quyén
han ctia c4 nhén, danh nghia ctia co quan, t6 chirc dé giai quyét cong viéc nham
truc lgi ¢4 nhan, gia dinh hodc ngudi than (nhu vay, mugn, hita hen, chay viéc,
chay dy an, d& 4n...) dé chiém dung tién hoic tai san cua ngudi khic 1am anh
huwong dén uy tin ctia Bo, cac co quan, td chirc, don vi va c4 nhén.

b) C6 thai d6 hodc hanh vi quan lidu, ctra quyén, hach dich, nhfing nhiéu,
hach sach ngudi dan, gdy cing thang, birc xtic, doa nat ngudi dén; goi ¥ dua tién,
nhan tién, qua biéu hoic nhin giai quyét cong viéc bén ngodi co quan, ngoai gid
lam viéc dé truc loi ca nhan; thd o, vo cam, thiéu trach nhiém trudc nhimng kho
khin, vuéng mic cia to chirc va cong dan.

¢) Tt choi cac yéu cau dung phap luit ciia nguoi can dugc giai quyet phu
hop véi chire trach, nhiém vu duoc giao.
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d) Lam mat, hur hong hozc 1am sai 1éch hd so, tai lidu lién quan dén yéu
cdu cia té chirc va cong dan khi duoc giao nhiém vy giai quyét; phai tudn thi
ky luat phat ngon, khong stt dung mang xa hoi dé khai thac, tuyén truyén cac
thong tin chwa duoc kiém chimg, phién dién, mot chidu anh hudng dén hoat
dong cong vu.

d) Lam 16 bi mat Nha nwdc, bi mat cdng tac va bi mat ndi dung cung ho
tén ngudi viét don thu khiéu nai, td cdo theo quy dinh ctia phap luat.

e) Céc viéc khéc theo quy dinh ctia phap ludt vé can b, cong chire, phap
ludt v& phong, chéng tham nhiing; thie hanh tiét kiém, chéng ldng phi va céc quy
dinh khac cta phap luét c6 lién quan.

Piéu 5. Ung xir cia can bd , cong chire, vién chirc giik chirc vu linh
dao, quan ly

1. Phai d& cao trach nhiém néu gwong clia ngudi ding dau. Khong loi dung
vi trf cong tac dé bd nhiém ngudi than quen; chi dong xin thdi giit chirc vu khi
nhan thiy ban than con han ché vé ning luc va uy tin thip. TAm huyét, tan tuy,
guong mau lam tron chire trach, nhiém vu duoc giao; khong vudng vao “tu duy
nhiém ky”.

2. Cong tadm, khach quan trong st dung, danh gia can bd thude quyén quan
1y, ndm bat kip thoi tam 1y, 16i séng, 18 161 lam viéc, tao sy cong b?mg va phat huy
déan chd, kinh nghiém, sang tao ctia can bg, cdng chirc, vién chirc, ngudi lao ddng
khi thye hién nhiém vy, cong vu; khdng duge duy ¥ chi, ap dat, bao thd; phai ton
trong, léng nghe ¥ kién ctia cap dudi.

3. Bao vé danh du cta cén bd, cong chirc, vién chirc va ngudot lao dong
khi ¢6 phan 4nh, t6 cdo khong dung su thét.

4, Xay dung mdi truong lam viée ctia co quan, don vi nang dong, chuyén
nghiép; gitt gin sy doan két, dao durc va van hda cong vu trong to chirc clia minh.

Diéu 6. Ung xi ctia cong chire, vién chire va ngudi lao dong khong giir
chire vu lanh dao, quan ly '

1. Chép hanh quyét dinh ctia ngudi lanh dao, quan 1y; phai tuan thi thir bac
hanh chinh, phuc tung su chi dao, diéu hanh, phan cong cdng viéc clia cép trén;
khong kén chon vi tri cong tac, chon viée dé, bo viéc kho; thudng xuyén chi dong
sang tao va chiu trach nhiém trude phap luat khi thuc hién nhiém vu duoce giao.

2. Khéng duoc loi dung viée phat biéu ¥ kién, viéc gop ¥, phé binh lam ton
hai dén uy tin ctia c4n bd lanh dao, quan 1y va ddng nghiép; khong ninh by cap
trén 14y long vi dong co khong trong séng.



3. Péi véi ddng nghiép:
a) Phai c6 tinh thin hop tac, twong trg trong thue hién nhiém vy, cong vu.

b) Khéng bé phai, giy mat doan két noi bd ctia co quan, to chire; khong to
tiéng thiéu lanh manh, cai nhau, danh 16n noi co quan, cong sd. Ung xi ¢6 vin
hoa, ton trong, bdo vé danh du, uy tin ciia ddng nghiép; c6 thai do trung thue,
than thién, hgp tac, ton trong gitip 46 nhau hoan thanh t6t nhiém vy duoc giao.

Diéu 7. Ung xi¥ cia can b, cdng chire, vién chire va nguoi lao dong noi
cong cong

1. Chép hanh nghiém tiic cac quy dinh ctia phdp luat va quy dinh sinh
hoat noi cong cong.

2. Thé hién vin minh, lich sy trong giao tiép, ung xu, trang phuc dé
ngudi dan tin yéu.

3. Kip thot thdng bao ngay cho co quan, td chire, don vi c6 thdm quyén biét
c4c thong tin vé hanh vi vi pham phép luét.

4, Khong duge vi pham cdc chuan mye vé thuan phong my tuc tai noi cong
cdng dé bdo dam sy vdn minh, tién bd ctia xa hoi.

5. Khong duoc loi dung chie vu, quyén han khi tham gia cac hoat dong
x4 hoi dé tiép tay hodc bao che cho cac hanh vi vi pham phap luat duéi bat
ky hinh thirc nao.

Piéu 8. Ung xir ciia can by, céng chire, vién chire va ngudi lao dong véi
nhin dian noi cw tri

1. Tich cuc tham gia tuyén truyén, phd bién, gido duc phép luat.

2. Thyc hién quy ché dan chu co sd, tham gia sinh hoat noi cu tr, chiu su
gidm st ca td chirc dang, chinh quyén, doan thé va nhan dén noi cu trd.

3. Khong can thiép trai phap ludt vao hoat dong cla cac co quan, td chi,
ca nhin noi cu tri; khong tham gia xti giuc, kich ddng, bao che cac hanh vi trai
phap luat.

4. Khéng duge vi pham cac quy dinh vé dao dirc cong dan da dugc phap
ludt quy dinh hodc da dugc cong ddng dan cu théng nhat thyc hién.

Piéu 9. [Tng Xt cia can b, cong chire, vién chire va ngwoi lao dong
trong gia dinh

1. Tich cuc tuyén truyén, giao duc, van dong ngudi than trong gia dinh
guong mAu chip hanh nghiém chinh chil treong, dwdng 161 ctia Pang, chinh sich
phap luét ctia Nha nude.
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2. Khéng dé bd, me, vo hoiic chéng, con, anh, chi em ruét loi dung danh
nghia ctia ban than dé vy loi cho gia dinh va ban than.

3. Guong mau, tranh phd truong, lang phi khi td chirc cudi hoi, ma chay,
mung tho, sinh nhét, tdn gia va cac viéc khac nham muc dich truc loi.

4. Phai tuan thii chuin muc dao dtc gia dinh va xa hoi, thun phong m¥
tuc, truyén théng vin hoa tdt dep cua dén tdc; khong mé tin di doan va c6 nhitng
hanh vi phan cdm khi tham gia 1& hdi.

Chuwong III
TO CHUC THU'C HIEN
Picu 10. Trach nhiém cia t6 chire, ¢4 nhin

1. Vu T chtrc cén bd cé trach nhiém gitp B trudng td chirc thue hién,
kiém tra, d6n ddc cac to chire thude va trie thudc BH thue hién Quy tic nay.

2. Tap chi T chitc nha nuée, Trung tim Théng tin cia Bo tich cuc
tuyén truyén, phd bién sau rong Quy tic tng xir ndy trén cdc Website, tap chi
cua Bo.

3. C4c td chirc Cong doan, Poan Thanh nién Cong san Hd Chi Minh,
Ho6i Cyu Chién binh cac cip co trach nhiém td chire, van dong, kiém tra, giam
sat doan vién, hdi vién thyc hién tot Quy tic g xr ndy.

4. Van dong can b, cong chirc, vién chirc, ngudi lao ddong khac thuc hién
dung cac quy dinh ctia Quy tic; phat hién va béo céo td chirc c6 thAm quyén vé
nhitng vi pham Quy tic clia can bo, cong chirc, vién chirc, ngudi lao dong trong
cting mot td chire.

5. Ngudi dimg dau cac co quan, don vi, t6 chire thude va truc thude Bo cbd
trach nhiém:

a) TO chuec trién khai, ki€ém tra, gidm sat viéc thuc hién quy dinh vé Quy
tac irng XUt cua can bd, cong chire, vién chirc, ngudi lao ddng tai td chirc ciia minh;
dua vao tiéu chi dé xép loai thi dua hang nam.

b) Chiu trach nhiém khi dé xdy ra tinh trang trong don vi ¢6 céng chtre,
vién chttc va ngudi lao dong bi phan 4nh, kién nghi, khiéu nai, t8 cdo ma
dugc co quan ¢ thaim quyén két ludn cé vi pham lién quan dén nhftng quy
dinh tai Quy tic nay va vi pham quy dinh ctia Pang, Nha nuéc vé vin hda
cOng vu.

6. Can b), cdng chirc, vién chirc va ngudi lao dong thuc hién dung cac quy
dinh tai Quy tac nay.



Diéu 11. Khen thuéng, ky luit

1. Cén bd, cdng chire, vién chirc va nguoi lao dong cua Bo thuc hién tht
Quy tac ndy s& duoc xem xét biéu duong, khen thudng theo quy dinh.

2. Can bd, cong chire, vién chitc va nguoi lao dong ctia B§ vi pham céc
quy dinh tai Quy tic nay, thy mirc dg, sé bi nhac nhd, phé binh cong khai ta1 to
chitc minh c6ng tac. Trudmg hop vi pham nghiém trong sé bi xem x¢t, xur 1y theo
quy dinh cta phap luat va quy dinh ctua B§ N§1 v

Pitu 12. Piéu khoan thi hanh

Quy tic nay duogce phd bién dén tat ca cac co quan, don vi, to chire thude va
trire thude Bo. Trong qua trinh thue hién, néu cb virdng mac dd nghi phan anh vé
Vu Té chitc cén bd @& tdng hop, nghién ctu trinh B trudng xem xét sitra doi, bd
sung cho phu hop./.



